SECNAVINST 5720.44A CH-1

19 SEP 1990
CHAPTER THREE

PUBLIC INFORMATION

0300 REFERENCES

a. DoD Directive 5122.5 of 4 August 1988 (NOTAL). [Subject: Assistant
Secretary of Defense (Public Affairs)] Issiies the duties and responsibilities of the
Assistant Secretary of Defense (Public Affairs) regarding public information and
outlines the categories of information which require clearance and release at the
Seat of Government.

b. MCO P5720.61 (NOTAL). (Subject: Marine Corps Public Affairs Man-
ual, Volume II, Organization, Mission and Functions) Provides in-depth guidance
and procedures for the conduct of Marine ('orps public and internal information and
the organization, mission and functions of Marine Corps public affairs.

c. OPNAVINST 5510.1H (NOTAL). (Subject: Department of the Navy In-
formation and Personnel Security Progra:n Regulation) Comprehensive policies and
guidance for information security within the Department of the Navy, containing
specific requirements for the protection o: classified material in a wide range of
circumstances (accidents, in presence of television cameras, etc.)

d. DoD Directive 5230.9 of 2 April 1982 (NOTAL). (Subject: Clearance

of DoD Information for Public Release) Basis for security and policy review prior to
information release.

e. OPNAVINST 5510.161 (NOTAL). (Subject: Withholding of Unclassified
Technical Data From Publc Disclosure) Basic guidance on disclosure of militarily
critical technology.

f. DoD Directive 4515.13-R of January 1980 (NOTAL). (Subject: Air
Transportation Eligibility) Sets forth procedures and policies for the travel of news
media aboard DoD aircraft.

g. NTP-9 (NOTAL). (Subject: Navy Communications Manual) Basic man-
ual for naval communications, containing procedures for handling and accounting for
messages originated by reporters while embarked in Navy ships.

h. NAVMEDCOMINST 5721.1C (NOTAL). (Subject: Clearance and Re-
view of Speeches and Professional Manuscripts) Review of speeches, etc., on clinical
topics.

i. SECNAVINST 5370.2J. (Subject: Standards of Conduct and Govern-
ment Ethics) Policies affecting speakers, Department of the Navy personnel writing
for commercial publications, etc.

j. DoD Instruction 5410.18 of 3 July 1974 (NOTAL). (Subject: Commu-

nity Relations) Provides DoD policy on speeches.
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k. DoD Directivg' lg2§,§ g‘f :12 SEP 8121 jN%TALE; (Subject: Guidelines
for Handling Dissident an otest Activities Among Members of i’he Armed Forces)
Contains policy that bars DoD participation in events involving discriminatory
groups.

1. OPNAVINST 5290.JA (NOTAL). [Subject: Naval Imaging Program
%\II\I AVIM rovides guidance for audiovisual management and operstions in the
avy.

m. §ECNAVINET 5211.5C (Subject: Personal privacy and rights of indi-
viduals regarding records pertaining to themselves) Treats the issue of Congres-
sional requests for personal information.

n. OPNAVINST 5510:1§3A QN%TALE. (Subject: Security Review Guide
for Congressional Matters) vides ce for the submission of material for
security review prior to its release to Congress.

o. SECNAVIN?T ?§70.§ (NOTAL). (Subject: Permission 1o Copy Materi-
als Subject to Copyright) Provides information on employing copyrig-ted materials

in a work.

p- SECNAVINST 5870.6 (N%TAL!. (Subject: Copyright in Works of Au-
thorships Prepared by Department of the Navy Personnel) vides guidance on
securing copyright of official works.

q. DODINST 5419.12 OF 26 JAN ngi SNgTAL). (Subject: DOD Assis-
tance to Non-Government, Entertainment-Orient. otion Picture, Television, and
Video Production) Outlines policies and procedures governing DOD assistance to
productions which are primarily entertainment oriented.

0301 PUBLIC INFORMATION POLICY

a. The Need to Inform the Pu%li%. The task of leadership is to evaluate,
inspect, criticize and correct. In the United States, an informed public exercises
leadership over the government and its institutions. While it is a needless and un-
welcome adjunct of the military in a totalitarian society, public information in the U.
S. armed forces is essential and desirable. Without it, an uninformed constituency
would be called upon to make decisions affecting national defense. It is desirable for
several reasons. F‘irst, it provides the military a way to draw thl:-public’s attention
toward a heroic act or a pressing need. Second, because public information embodies
a feedback mechanism, it keeps the military informed of public attitudes and sensi-
tivities.

b. Public Feedback. A government cannot endure nor a democratic society
flourish without accountability. History is a long record of the eventul demise of
institutions that prohibited criticism and fostered branches of government account-
able only to themselves. Leaders who are not accountable to the peorie avoid public
criticism and resist change. An open, ambitious public informatian pciicy is the
Department of the Navy’s assurance that it remains acccountable to the public.

c. The Case for Ambitious Public Information Policy. In the context of
the Maritime gtrateéy, the argument for a strong Navy and Marine Corps is compe:-
ling. But the Naval Establishment must do more than demonstrate its value, pro-
cure necessary systems, recruit and train personnel and operate the fleet. It must
continually and vigorously operate as a public trust with its leaders performing the
role of trustee. Tge bestowal of public trust and confidence in the I\Pa\y and Marine
Corps is tentative, subject to constant and critical review. That
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process of review depends on a flow of information abc:t the services that s
unrestricted, accurate, comprehensive and candid. Te -estrict or needless.v delay
the release of information betrays the public trust anc invites unwarranted
criticism. Therefore, the Department of the Navy's pclicy is to encourage ‘ree
information flow, restricted only by legitimate constrzints of security, policy and
statute. The Navy and Marine Corps golrm a proud tezm ready to display mission
readiness, demonstrate stewardship of public resourcss and enunciate current and
projected requirements. This is the philosophy under.~ing the Departme=: of the
Navy's public information policy.
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0302 THE RELEASE OF INFORMATION

a. Release by the Office of the Secretary of Defense. General military
information on overall DoD and DON national or international plans, policies, pro-
grams and operations is normally released by the Office of the Secretary of Defense
[OASD(PA)] as per reference (a). Accordingly, information and statements intended
for the public, internal audience or news media will be submitted to Office of the (R
Chief of Naval Operations (Special Assistant for Investigative Matters and Security"

(OP- 09N) or, in the case of Marine Corps matters, the Director of Public Affairs
(DIRPA) for further clearance by the Assistant Secretary of Defense (Public Affairs:
[ASD(PA)] if they:

(1) Originate or are proposed for origination or publication at the Sea:
of Government;

(2) Are now or have the potential for becoming topics of national or
international interest; ‘ "

(3) Have foreign policy or foreign relations implications; (R
(4) Concern policy under the purview of another government agency:

(5) Concern matters of potential controversy among DoD components or
with other federal agencies;

(6) Concern any of the following subjects:

(a) New weapons, weapon systems, significant modifications or
improvements to existing weapons or weapon systems, equipment or techniques.

(b) Military operations, operations security. potential operations
and significant exercises;

(c) National Command Authority and command posts;
(d) Military applications in space; nuclear weapons, including nu-
clear weapons effects research; chemical warfare; defensive bioiogical and toxin re-

search; and high energy lasers and particle beam technology;

(e) Material, including that submitted by Defense contractors.
involving militarily criticial technology;

(f) Communication security, signals intellicence and computer
security;

(g) Other subject areas that may be designated by the Office ¢!
the Secretary of Defense or higher authority;
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All test and evaluation data connected with subject areas listed in Article 0302a(6)
above and proposed for release to the public, internal audience or news media will be
submitted to the Office of the Chief of Naval Operations (Special Assistant for Naval
Investigative Matters and Security) (OP-09N), who will coordinate on Marine Corps
matters with the Commandant of the Marine Corps (Code INTC-Counterintelli-
gence). The release will also be coordinated with the Director, Test, Evaluation and
Technology RequirementsNavy , Director of Research and Development Require-
ments (OP-091) and other appropriate officials having an interest in the data. In ap-
propriate cases, OP-091 will coordinate with the Assistant Secretary of the Navy
(Research, Development & Acquisition) prior to submission to ASD(PA) for final re-
lease approval.

b. “Exhibit 12A"” Information. The list provided in Article 0302a(6) above
is referred to as Exhibit 12A information, special categories of information which
warrant clearance by ASD(PA) prior to release. This information also requires Seat-
of-Government-level security and policy review; see Chapter Five.

c. Major Contract Awards. In addition to these special categories of infor-
mation, the announcement of the award of any contract valued at $3 million or more
must be submitted to CHINFO (who will handle information release in the case of
Marine Corps contracts) for clearance by ASD(PA) prior to release. A copy of any
contract dealing with or affecting the Marine Corps will be furnished DIRPA.

d. Release/Approval by the Chief of Information or Director of Pub-

lic Affairs. CHINFO is authorized to respond to requests by the public and the
news media for information about the Naval Establishment as a whole. Matters
under the cognizance of the Marine Corps are handled by DIRPA. Guidance for
Marine Corps public information is contained in this instruction and reference (b).
When information concerning the Marine Corps is released by CHINFO, it is coordi-
nated with the DIRPA prior to release. With regard to broad functions, the Service
Information Chiefs:

(1) As required, initiate the release of information about the Navy or
Marine Corps through ASD(PA).

(2) Obtain newsworthy information from various offices and commands
within the DON. (Proposed news releases and replies to requests for information
are reconciled with files and all interested agencies prior to release.)

(3) Arrange or become involved in the coordination of interviews and
press conferences that involve media with a national audience or have the potential
of touching upon broad Navy or Marine Corps interest issues. [Such interviews and
conferences will be monitored by a Public Affairs Officer (PAO) from CHINFO,
DIRPA or the activity involved.]

(4) Approve, release, coordinate with ASD(PA) or designate a release
point on information or requests involving:

(a) Stock motion picture footage or video:
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(b) Technical and material assistance and advice to television and
motion picture producers;

(c) Potentially sensitive matters; occurrences or conditicas which,
when released, might result in criticism of the Navy or Marine Corps; or ~ther
matters that may receive national or significant regional news coverage.

(d) Embarkation of media in Navy ships and aircraft (bevond the
scope of local travel), and those visits of news media to ships inport and =
installations which could result in coverage beyond the scope of routine .>cal news;

(e) All embarkations of national news media in submar:zes, visits
to submarines inport and visits to operational submarine support instal.:tions
ashore.

(5) Assist, coordinate and approve all requests for informatior. >v national
magazine and book publishers.

(6) Assist.as appropriate Navy and Marine activities in the cor.zuct of
news media relations programs, including the coordination of local quer:¢s on
sensitive issues [see subparagraph (4) above], limited research at the Ses: of
Government and guidance on fast-breaking news situations at the local evel
calling for spot news releases [see Article 0306b (News Releases)].

e. Release below the Seat of Government l.evel. Commanders ze
authorized to release information to the public and the news media that :s wholly
within the mission and scope of their commands or activities and is not ctherwise
governed by the provisions of Article 0302a and 0302b. When it is necessary to gain
release clearance from higher authority, commands will submit materia. for
clearance only after it has been reviewed and necessary amendments mzde to the
fullest capability of the command. The proposed release must always cozform to
established Department of Defense, Department of the Navy and other U. S.
Government policies; applicable statutory requirements, and applicable security
requirements. See Chapter Five (Security and Policy Review) and references (c), (d)
and (e). When the release of information is being considered below the Seat of
Government level, the responsible commander shall:

(1) Act as primary subject matter expert for the command, providing
information to the PAQ, consenting to media interviews when appropris:e or
designating other officials of the command to be interviewed per this ins:ruction.

(2) Notify via the chain CHINFO or, for Marine Corps matters. DIRPA by
the most expeditious means available if the release is to be made to nati:nal news
media, including a wire service; such notification must be made prior to :1e release
of information, unless it is a "spot news release"” made under the strict g-:delines on
exception to policy provided in Article 0306b (News Releases).

(3) Coordinate the release of information with the next higher :chelon in
the chain when organizational interrelationships are unclear; see Artic.z:s
0102a(5), 0103e (Public Affairs Functional Applications--Supporting E :ments) and
0105a (Public Affairs Organization and Authority--General).

(4) Coordinate the release of information with the immediate ::perior of a
tenant activity or embarked unit when it concerns a controversial, sens:zve or
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potentially embarrassing issue involving the tenant unit on base or embarked
detachment aboard ship.

f. Freedom of Information Act Impact on Information Release.
Although news media representatives do not normally file their requests for
information based on the Freedom of Information Act (FOIA), Department of
Defense policy is that information will be released if it would be released if the
request was filed under FOIA provisions. See Article 0707b (Media Relations
Implications).
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TABLE 3-1: DETERMINING RELLEASE AUTHORITY

Use this matrix as a guide in determining release authority. Review Article 0302
(The Release of Information), pertinent sections of Chapter Five (Security and Policy
Review) and guidance promulgated by appropriate seniors in the chain. Normally,
requests from the news media for information which must be released by ASD(PA)
will be forwarded via the chain to CHINFO or DIRPA.

1. If the information is now or
has the potential for becoming...

a. A topic of national
or international interest

b. A matter with foreign
relations implications

c. Under the purview of
another government agency

d. A matter of controversy
among DoD components or
another federal agency

2. Ifthe information consists
of or discloses...

a. "Exhibit 12A" Information
b. Test and Evaluation infor-

mation connected with "Exhi-
bit 12A" Information

¢. Major Contract Awards

3. If the military is asked
to respond to a request in-
volving...

a. National news media
coverage

release authority is:

ASD(PA)

ASD(PA)

ASD(PA)

ASD(PA)

release authority is:

ASD(PA)

CNO (OP-09N) or CMC (Code-
INTC) who coordinate with ASD
(PA) as necessary.

CHINFO [who coordinates as
necessary with ASD(PA)]

approval authority is:

CHINFO or DIRPA [who
coordinate as necessary with
ASD(PA)]. (Exception: spot news
releases in certain circumstances;
see Article 0306b (News Releases)]
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3. (continued) If the military
is asked to respond to a request

involving... approval authority is:

b. Nonlocal travel of news
media in ships or aircraft

c. National magazine or book
publishers

d. A matter under purview
of a command not otherwise
requiring higher level review
for security and policy

e. Navy nuclear propulsion
information

f. Nuclear weapons safety,
inspections, accidents or
incidents

g. Physical security of
nuclear weapons

h. Research and development
of nuclear weapons

1. Nuclear weapons warfare
procedures

j. Nuclear weapons operations

k. Polymer hydrophones and
arrays and submarine acoustics

1. Submarine operations and
other related matters

m. Chemical or biological
warfare defense of ground forces
n. Applications in space

o. Other militarily critical
technologies not listed above

p. Developmental test and
evaluation information or data
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CHINFO or DIRPA [who
coordinate as necessary with
ASD(PA)]

CHINFO or DIRPA
Officer in command or designated

representative for news media
relations.

CNO (OP-00N) *

CNO (OP-04) *
CNO (OP-09N) *
CNO (OP-098) *

CNO (OP-095) *
CNO (OP-06) *

CNO (OP-02) *

CNO (OP-02) *

CMC (Code-INTC) [Submit via
DIRPA]

CNO (OP-09N) *

CNO (OP-09N) *

CNO (OP-098) *
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3. (continued) If the military
is asked to respond to a request
involving... approval authority is:

q. Operational Evaluation
(OPEVAL) results COMOPTEVFOR *

r. Lists of names or addresses

of personnel assigned to units

stationed outside 50 states,

DC, USVI, Guam, Puerto Rico and

American Samoa CNO (OP-09B30) or CMC (MPI-60"

s. Lists of names or addresses
of personnel assigned to
routinely deployable units CNO (OP-09B30) or CMC (MPI-6(

t. Lists of names or addresses
of personnel assigned to units
engaged in sensitive operations CNO (OP-09B30) or CMC (MPI-6("

* .- Indicates primary Department of the Navy coordination point. Approval by
ASD(PA)] will be necessary in most cases. See Chapter Five (Security and Policy
Review).
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0303 ELEMENTS OF PUBLIC INFORMATION ACTIVITY

a. General. In responding to an inquiry from a private citizen or issuing a
statement to news media representatives, action generally involves information
collection, analysis, coordination, release approval and dissemination. These
elements of public information activity are discussed below.

b. Collection of Information. The Public Affairs Officer (PAO) obtains
information from a variety of sources, usually within the unit or activity.
Individuals who serve as sources of information within Navy and Marine Corps
commands are responsible for providing the PAO accurate, comprehensive and
official information necessary to meet the requirements of this instruction. Sources
of information must also apprise the PAO of any pertinent security or statutory
constraints. PAOs will also keep themselves informed of the day-to-day activities of
their commands and participate in both short-term and long-term planning.

¢. Analysis. Analysisis the review of information for completeness and its
correlation with any other issues. Technical or esoteric information may have to be
explained, placed in the form desired and couched in terms that will be readily
understood both by that representative and the audience served. Such efforts
should retain the meaning or findings of the source data.

d. Coordination and Approval. Information must be coordinated with the
appropriate offices and activities internal and external to the command and
submitted to the appropriate authority for release approval. To determine the
commands, offices or agencies with which a release must be coordinated and the
proper releasing authority, the PAO must evaluate various factors, such as the
subject matter proposed for release, anticipated impact of the release, the reach of
news media (local versus national) and, in the case of speeches, the prominence of
the speaking platform. Article 0302 (The Release of Information) is germane. The
need for review at the Seat of Government is also discussed in Chapter Five
(Security and Policy Review).

e. Dissemination. The dissemination of information involves all activities
associated with the actual process of communication, distribution or message
delivery. To assure that the Navy and Marine Corps respond consistently down
through the chain to legitimate public inquiry, standards of performance are set
forth below.

(1) Speed of Release. Navy and Marine Corps activities shall,
whenever possible, meet deadlines for the release of information in response to
inquiry. This includes the provision of materials (i.e., audiovisual, etc.) to
requesting media. Those responding to the media or public query will not promise
or assure an inquirer adherence to a deadline, but will acknowledge the deadline
and indicate that a response will be made as soon as possible. If the deadline is near
and information is not yet ready for release, the inquirer will be notified prior to
the deadline of the reasons for the delay. Commands will seek to provide some
degree of preliminary information to the inquirer when a deadline cannot be met.
Example: "In response to your earlier inquiry, there was an aircraft accident on
October 1, 1986. The investigation is being reviewed for any security or statutory
limitations that would prohibit this command from providing further details.” As
more significant information becomes available and cleared for release, provide
same to the reporter without delay until all provisions of the request are satisfied.
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(2) Impartiality. Officials who represent Navy and Marine Corps
activities will not favor or appear to favor one news medium or media
representative over another. All are entitled to fair and equitable consideration.
See Article 0304c (Exclusive Requests for Information) and Article 0304d (Rule of
First Ingquiry).

(3) Necessity for Personal Contact. PAOs must foster a professional
relationship with news media representatives. PAOs (officer or enlisted) of Navy
and Marine Corps shore activities will meet with all news media in their local area
on a regular basis. When a shore activity is located in a major media center where
visiting all local media is impractical, assistance from the cognizant Navy Office of
Information or Marine Corps Public Affairs Office should be obtained to develop a
reasonaple media visitation program. The initial visit must occur as early in the
tour as practicable, and, when possible, should involve senior-level leadership of
that medium. There should be periodic personal meetings with the point-of-contact
designated by senior media leadership. The commanding officer or unit commander
should accompany the PAO on initial visits to senior management.

(4) Refusal to Provide Information. If factual information within the
purview of a command has been requested and a statement cannot be released, the
command will explain, within the bounds of security and statute, why the requested
information cannot be provided. Information cannot be withheld arbitrarily or
merely w0 avoid criticism; Article 0102a (Department of Defense Principles of
Information) is germane. However, commands should decline to offer opinions or
answer 2 question that is speculative in nature. In cases where absolutely no
comment is deemed appropriate, the phrase, "I have nothing to release on that
subject” can be used.

(5) Events of Intense Public Interest. Itis the policy of the Department
of the Navy to disseminate fully, candidly and promptly information on accidents,
disasters, incidents and any other emergent situations of intense public interest
unless such a release would compromise national security. History demonstrates
that news of serious accidents, disasters and other emergencies finds its way into
the press regardless of whether the affected organization releases the information.
News predicated on rumor or hearsay rather than official sources is usually
inaccurate or exaggerated. Failure to release official information on an event of
intense public interest may be interpreted to mean that the organization is
concealing embarrassing or potentially damaging facts. This can resultin
prolonged efforts by the press to extricate facts, thus keeping the event before the
public eve for an undue length of time. If news of an accident or incident is released
by the Navy or Marine Corps rapidly and fully, news media coverage is generally
more straightforward and less likely to remain of high interest to news media.

(6) Official and Unofficial Statements. The distinction between an
official and unofficial statement is vague at best, and both commanders and public
affairs prersonnel must understand that %_q_z statement can be construed as official
by the public or the news media. Official information will be processed in
accordance with this instruction prior to its release. Persons making official
statements shall refrain from comment on matters outside their purview and shall
avoid speculation. On an "unofficial” or "private" basis, naval personnel (Navy and
Marine Corps military members, civilian employees and reservists on active duty)
are free t0 consent to be interviewed by news media representatives, associate with
civilian groups and write by-lined material for publication provided that the
informaton released:
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(a) is solely within the bounds of personal and private experience,
(b) is not in violation of any security or statutory regulations,

(c) does not reveal otherwise protected data (information that must
be subjected to high level security or policy review regardless of its classification),

(d) is signed without title, rank or military identification and

(e) is prefaced by a comment that the statement is private and not
related to official position.

An individual's service experience is in the realm of personal, private experience
(i.e., what it means to be a Marine, what it's like to be at sea, etc.) provided security
and statutory requirements are observed. Sharing such experience can broaden the
public's appreciation of the Navy and Marine Corps and convey the professionalism
and personal excellence of its members. It should be noted that naval personnel
who produce unofficial or private writings, photographs and other renderings for
public release in any form, including commercial publication, may be required to
submit the material for security and policy review. See Chapter Five (Security and
Policy Review) for a discussion of circumstances under which submissions are
necessary. When personal manuscripts, letters and other renderings are submitted
for security and policy review to command officials by an individual of that
command, such material is to be screened solely to ensure that no classified or
otherwise protected data are revealed and that statements made are in accord with
official policy.

(7) Delegation of Release Authority. At the earliest stage of the PAO's
tour of duty and following change of command, the PAO will ascertain the
requirements of the commander or commanding officer regarding authority to
release information to the public or the news media in various situations (routine
response to inquiry, news media embarkation or visit to the unit and emergency
situations or contingency operations).

(a) In many but certainly not all situations, commanders and
commanding officers require that all information be channeled through them until
they have the opportunity to observe the PAO in the early stages of a tour and as
the new officer becomes increasingly familiar with the mission and operations of
the command.

(b) After the PAO has served in the assignment for six to nine
months, the commander must review and restate the delegation of release
authority, especially in emergencies or during contingency operations, and make
this decision a matter of record. If a Command Information Bureau (CIB) is
established, release authority for information passed from the CIB must be a
subject for separate correspondence. At the scene of an emergency, authority for
releasing information and assisting news media, following necessary staffing and
coordination, are usually delegated to the PAQ, freeing the commander to
concentrate on operational concerns.
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0304 BASIC NEWS MEDIA RELATIONS

a. Policy and Ethics. The two basic tenets in dealing with the news media
are that information be factual and media be treated fairly and equitably. In
addition to conforming to the provisions of Article 0102a (Role of Public Affairsin
the Department of Defense), and the standards of performance delineated in Article
0303 (Elements of Public Information Activity), Navy and Marine Corps commands
shall:

(1) Release adverse news candidly and rapidly. Occasionally,
unfavorable or embarrassing occurrences arise, and there is a natural reaction to
delay disclosure of events Nevertheless, there are both ethical and practical
reasons why adverse news should be released. For example, if disclosure is delayed
significantly, the matter in question may remain in the news much longer than it
would have if disclosure had been full and immediate. Review Article 0301 (Public
Information Policy) and 0303d(5) (Events of Intense Public Interest).

(2) Provide reporters all pertinent facts. Assist reporters in achieving
a balance in their news coverage by initiating the release of information.
Commanders and their PAOs should provide maximum information to ensure news
media fully understand an issue. Never mislead news media with incomplete
information (e.g., by providing only that information requested by a reporter). Most
reporters conscientiously seek a balanced work. If difficulty is encountered in
researching or preparing all pertinent facts in time to meet deadlines, provide all
available, releasable information. Review Article 0303d(l) (Adherence to
Deadlines).

(3) Be accessible to the Duty Officer. The PAO must be on call 24
hours a day. Security and duty or watch personnel must be able to reach the PAO
or designated representative at all times. Duty personnel should have immediate
access to the telephone roster of the public affairs office staff. Public affairs staff
personnel are required to ensure that all recall bills and emergency telephone
rosters contain current information.

(4) Require Review of Material Only for Security Reasons. Do not
request a news person to submit material for review unless security considerations
are involved. If security review is required, inform the reporter at the time of the
request for the story. Also, inform the reporter how long security review of material
may take. If the reporter elects to provide the story for security review, offer to
clarify technical points, expedite delivery of the material for review and
periodically advise the reporter of the status of the review.

b. Distorted or Untruthful News Reports. Occasionally, some inaccurate
reporting will occur which reflects poorly on the command and the Navy or Marine
Corps. A demand for retraction or issuing a denial is seldom fruitful and can be
counterproductive. In each instance, the command must estimate the value of
seeking a correction, thereby rekindling media interest, or letting the
story die. The following courses of action, to be reserved for occasions when it really
matters, may be taken:

(1) The command is encouraged to provide factual information refuting
erroneous points and conclusions made in a news report or editorial to the editor or
news director, keeping the chain of command informed. Submit this information to
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the responsible news agency either in person or in writing as soon as possible
following the occurrence of incorrect reporting.

(2) If no correction results and circumstances warrant, make the same
factual information or evidence available to other local news media on an equal
basis.

(3) In the case of newspapers and magazines, the command should expect
publication of any written letter of rebuttal. In the case of television or radio, the
station manager or news director of a television or radio station may request a live
or taped presentation of the corrected information. Inasmuch as this rebuttal is
offered by the command, it would be inappropriate for the command to deny this
request.

(4) If a command learns that an erroneous report will receive wider
attention than the local area (i.e., through broadcast syndication, network, wire
service, etc.), the command must inform CHINFO or DIRPA immediately with a
description of the circumstances and responses made by the command.

(5) Should a reporter persist in being hypercritical about a Navy or
Marine Corps issue, the command shall inform CHINFO or DIRPA.

c. Exclusive Requests for Information. An "exclusive" is one reporter's
request for information that no other reporter has requested. It can involve both
major and minor news stories. Requests for exclusive information on major stories
of obvious widespreac news value are not honored. The public’s right to
newsworthy information, which dictates wide dissemination to all news media,
transcends the proprietary rights of a single reporter who may be first to ask.
Following up on a story of obvious news value, reporters may ask for information to
support subsequent pieces intended to be in-depth features or a different
perspective on the news matter. PAOs can honor such exclusive requests.
However, if similar inquiries are made by other reporters, the information should
be released to all interested media. See Article 0304d (Rule of First Inquiry). A
major development in the matter (i.e., outcome of a courts-martial, publication and
release of an investigation, etc.) will require the issuance of a general release to all
news media, even though a reporter may have been preparing an exclusive story on
that subject.

d. Rule of First Inquiry. The Rule of First Inquiry is intended to assist public
affairs officers in impiementing the basic policy of equal treatment of media. It
normally applies to a minor news story of limited interest. It also pertainstoa
major story at its earliest stage, at a time when it may appear to have limited
potential for intense coverage or widespread public interest. PAOs must apply the
Rule evenly and consistently to assure that it works to the benefit of news media
relations for the command.

(1) When only one news media representative has requested information
of obviously limited news interest, that information may be provided as "an
exclusive.”

(2) The fact that such information has been provided to a reporter is not to
be divulged or voluntzered to other reporters.
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(3) If, prior to answering the reporter making the first inquiry,
substantially similar inquiries are received from other reporters, the first reporter
will be so informed. Subsequent inquirers will be advised that a prior request has
been received. None of the inquirers will be told the identity of the individuals or
news media who have placed these similar inquiries.

(4) If not more than three similar requests are received, the information
will be provided simultaneously to all inquirers, if possible, or media answered
rapidly in the order their requests were received.

(5) If more than three requests for substantially the same information
have been received before any are answered, inquirers will be advised that the
information cannot be given on an exclusive or limited basis. Due to the number of
inquiries, the information warrants wide dissemination, and original inquirers
should be advised that a general release covering the subject will be issued to all
news media.
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CHAPTER THREE
PUBLIC INFORMATION
GUIDANCE PAGES

G-0304 UNDERSTANDING AND ANALYZING MASS MEDIA

a. The Job of Mass Communication. Your commanding officer walks into

1y;our office and says, "We need to communicate a certain message." After explaining,

e adds, "Get a news release out.”" Is the issuance of a news release enough? Does
that fill the bill? Is the message communicated? Public affairs is more than writing
a news release in hopes of gaining public awareness on a f)articular topic. Public
affairs is communication, actually achieving the desired level of awareness in the
tax;iet audience and, through feedback, gauging audience response. To communicate
with audiences successfully through mass media, PAOs must:

(1) Clearly and simply state the message;

(2) Define as accurately and as specifically as possible the target audience
(for whom the message is intended);

(3) Identify the communication vehicles at hand (which media reach the
desired audience);

4 (4) Reach that audience employing appropriate means of communication;
an

(5) Obtain and evaluate audience feedback, then refine the media or the
message as necessary.

b. Three Elements of Mass Communication. Some make the mistake of
focusing on the message when undertaking a public affairs action. In fact, emphasis
should be placed equally on all three elements of mass communication: the message,
the audience and the media. Communication occurs only when all three elements
align: a message is developed for a particular audience tﬁat can be reached only by
specific media.

(1) Take the example of an air station effecting a change in security
posture. In response to an enhanced threat condition, the commanding officer has
ordered tightened security measures. Among these measures are increased numbers
of gate guards and base roving patrols, more random inspections of vehicles, parcels
and shipping containers at gates and other measures which are expected to arouse
public curiosity or pose inconvenience. Public affairs guidance received from
superiors in the chain states:

(a) While specific measures shall not be enumerated and fully
explained, security measures may be discussed in general terms;

(b) S&)ecific threat conditions, readiness posture and type of threat
shall not be discussed;
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(c) A public and internal information effort shall be launched to
explain why enhanced security measures are necessary, to urge cooperation of all
concerned and encourage the reporting of unusual or suspicious activity.

(2) In this example, the messages, contained in subparagraph (3) above,
are rather evident. The audience, however, may be more elusive than first
anticipated.

(a) Messages:

1. The base has imposed tight security measures to make it
less vulnerable to access by unauthorized persons.

2. The security measures are precautionary only, so base
personnel and others frequenting the base should not be unduly alarmed.

3. Security measures will cause inconvenience and delays, but
such trade-offs are necessary to assure safety.

4. You are urged to cooperate with security personnel and
report to them any unusual or suspicious activity you may observe.

(b) Audiences: At first glance, this communication challenge
appears internal (base employees, military personnel and families), but the actual
audience is larger and more diverse. The public will see more gate guards than
usual, vendors will be stopped and searched and contractors and their suﬁpliers will
delayed. Also, the internal audience may require more effort than first thought.
Retired families frequenting the commissary, exchange and clinics will be atfected,
as will military families living off-base who may be more difficult to reach than those
living on base.

c. Media--Pathways to the Audience. Each newspaper, magazine, radio or
television station has a different audience, style and editorial perspective as well as
different people in key staff and production positions. While not favoring one
medium over another, a PAO should capitalize on the potential and recognize the
limitations of each.

(1) The first step is to identify and analyze all outlets through which
messages might pass. In the example of the naval air station, internal as well as
external media must be included in the analysis.

(2) Focus on the most effective and economical approaches to various
audiences. Public affairs resources are limited, so means of reaching audiences that
are least costly in terms of personnel time should receive the most attention.

(3) After messages are crafted for each important audience s%g'ment and a
reasonably comprehensive list of media is developed, the next step is to develop a

lan of actions and milestones. Guidance on communication planning can be found
in the following articles:

(a) Article 0602 (Basic Public Affairs Planning);
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- (b) Article 0603 (Short-Range or Operation-Oriented Public Affairs
Plan);

o

(c) Article 0604 (Long-range or Calendar-Based Public Affairs Plan);

(d) Article 0203b (Command Internal Information Plan);

Planning).

longer requn'ed the command should ho da post-event meet.lng to dlSCllSS problems
encountered and lessons learned. Public affairs effectiveness should be an agenda
1t.em for such a meeting. How effective were the communication methods? Is there
evidence to suggest that the command ‘S messages were eﬂecuvely communicated?
How did the various audiences learn of the need for tighter security measures
(vendors, military personnel, families)? In the opinion of gate guards, did those
frequenting the base appear familiar with and supportive of enhanced security

measures? Was there one audience segment that did not appear familiar or
cooperative, one that should receive greater communication attention in the future?

d. Suggesied Reading. Listed below are books which can assist public affairs
personnel in enunciating their messages, defining their audiences and identifying
media which can link the two. T Py serve gasac nafn‘vef for prefnps}enal develgpment
as well as day-to-day problem solving. The list is by no means exhaustive.

(i) Broadcasting

(a) Barnouw, Eric. History of Broadcasting in the United States. 3
volumes. London: Oxford Un1vers1tv Press, 1966, 1968, 1&70

£ 109, LJUU SO0 2

(b) Bunyan, John A., and Crimmins, James C.
Television and Management: The Mana er's Guide to Video. White Plains, NY:
Rnowledge Industry Publications, 1977.

(c) Carter, Douglas, and Adler, Richard, Edi Television as a

4890, AlliU LSAie fai et $ _—-w-u Yov vavavaa

Social Force: New Approaches to TV Criticism. New York: Praeger, 1975.

(d) Friendly, Alfred W. The Good Guys, the Bad Guys and the First
Amendmeni. New York: Random, 1976.

(e) Gans, Herbert. Decidin What's News; A Study of CBS Evening
News, NBC Nightly News, Newsweek an ew York: Vintage, 1980.

(!) Glbson, Martin L. Editing in the Electronic Era. Ames, Iowa:
The Iowa State University Press, 1979.

.. (g)Wimer, Arthur, and Brix, Dale, editors. Workbook for Radio and
TV News Editing and Writing. Dubuque, Iowa: Wm. C. Brown, 1978,
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(2) Rarnard Chester I, The Functions of the Executive, Cs\m}_\ridgii

AiL Uy WEIAVD VS - anvs a -— e m———

MA: Harva;d [Iniversity Press, 1968. 30th Anniversary Fdition.

(b) Bernays, Edward L., et. al. The Engineering of Consent. 3rd
edition. Norman, Oklahoma‘ Umvers1ty of Oklahoma Press, 1969 Also by

nr M

bernays, Public Relations. 4th edition. umversn.y of Okiahoma I'I'ESS, 1577,

aclk Sam_ Practical Public Relationg, 4th edition. Brooklvn

(¢} Black, Sam. Practical Relations. 4th edition. Brooklyn

Heights, NY: Beekman, 1977.

(d) Blumenthal, L. R. The Practice of Public Relations. New York:
MacMillan, 1972,

£a) Deanealnnle Uiemadnre asmd ITawmrall Uilliasm Q@ Damaszacinn. A

\€) DITCILUCLR, YWIIIDWIL, AlIU 11UWC1i, VWWiIIlAIll . L CTIdUadiviz, &3
aane nf Qarial Influance Encolownnd Cliffe J entice-Hall 104G
AVANWIALAANY Vi WVWAIAL ALLLAVWAWAAWNY s H-‘a‘v TV WA W aALAAWY & VW - A VvesvVeww aalriesy A W

(f) Cutlipp, Scott, and Center, Allen H. Effective Public Relations.
6th edition. Englewood Cliffs, NJ: Prentlss-Hall 1971.

(h) Jefkins, Frank. Planned Press and Public Relations.
Philadelphia: International Ideas, 1977.

(1) Lerbmger Otto Designs for Persuasive Communication.

arY ¥

- A ] Fall E W el i)
Lnglewooa Ci S, NJ: Prentiss-Hall , 191 4.

Prentiss-Hall, 1964.

(3) Mass Communication Theory

(a) Budd Rlchard Ww., and Kueben Brentu bc_;go nd M %dia: New
? n, 1578.

t_\gproacnes to Mass Communication. Rochelie r’arx NI nayaen, 1Y

l

(b) Chaffee, Steven H and Petrick. MichaelJ. Usineg the Mass

Media: Communications Problems in American Society. New York: McGraw-]
1975.

i,

(c) bchramm, Wiibur, and Roberts, Dona

and Effects of Mass Communication. Revised Edition.

111111U1D I' ITTOD, 13 l L,

F., Editors. The Process
——e hme o

JersSiLy 01

{
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(4) Print Journalism

(a) Angione, Howard. The AP Sty

York: Associated Press, 1977.

(b) Baskette and Sissors. The Art of Editing. End edition. New
York: MacMillan, 1977.

(c) Bremner, John. A Study in News Headlines. Topeka, Kansas:
Dr ace 1Q7K

AVO9y LV U,

(d) Cappon, Rene J. The Word: An Associated Press Guide to Good
News Writing. New York: Associated Press, 1982.

(e) Emery, Edwin, and Emery, Michael. The Press and America.
Englewood Cliffs, NJ: Prentice-Hall, 1978.

=
-/

(i) Metz, William. Newswriting: From Lead to "30" with Revisions.
Englewood Cliffs, NJ: Prentice-Ha , 1979.
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Prentice-Hall, 1977'

(k) Meyer, Philip. Precision Journalism. 2nd edition. Bloomington,
Indiana: Indiana University Press, 1979.

(1) Rivers and Owrk. Freelancer and Staff Writer. 4th edition.
Belmont, CA: Wadsworth Publishing, 1986.

(m) Turnbull, Baird. The Graphics of Communication. 4th edition.

olt, Rinehart and Winston, 1980.

—l

(I) Newspapers. Next to public speaking, the newspaper is the oldest
medium of mass commumcatlon Despite the growth of television, many believe that
newspapers remain the backbone of public information. While the total number of
newspapers nationwide has declined, total cu'culauon of remaxmng daxhes has

"amanan [P PPN 79 | [ Yy PN | QU . 3 _

increased and satellite communication has uruugnt about the advent of the national

newspaper. Public affairg prnnhhnnnm should understand the °1gn}ﬁcan"

differences in news coverage that may exist between metropohtan dailies,
‘neighborhood dailies and weekly newspapers in the same locale. Suburban papers
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have grown in popularity recently, due possibly to the
‘ -~
1 > ara

1o
b3
tics of newspapers include:

(a) Attraction of habitual readers;
(b) More in-depth coverage than broadcast or pictorial media;
(c) More timely coverage of events than magazines or books;

(d) Provides both information and entertainment which together
help shape pubhc opinion;

(e) Less susceptibility to misunderstanding than radio or television;

v}
»

Py
)
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-
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(2) Radio. Radio is the medium of immediacy. In general, it is still faster
and less cumbersome than television and is more accessible to the public than any
other medium. Radio offers coverage of a news event as it happens. Although radio
broadcasts have no permanence a and depth of coverage, listeners can keep abreast of
events with little effort. Radio is limited in that coverage is ..ransnory and usually
restricted to key points. Each radio station has its own particular production
requirements, and PAOs can assist radio station managers in producing news and

features on mlhtary topics that can be mutually beneficial.

(3) Television. Combining the impact of image and movement with the
1mmed1ac¥ of radio’ S sound, television is the most potent of mass communication

PR X awma e atandan '~ 1y "
media. Like radio, there is no standard formula for determining the news and

feature material considered usable hy a broadeaster. The PAQO should determine
each station's needs for copy, materlals, etc.

(4) Wire Services. A large part of the newsread in newspapers or heard
on the air originates from one of several major press associations--Associated Press,
United Press International, Reuters and others. The Associated Press (AP) is a non-
profit service owned by its members. United Press International (UPI) is a profit-
making organization which sells news and feature material to mass media. Foreign
news services, such as Reuters (British), Xin Hua (PRC), Agence France Press
(French) and Tass (Soviet) also report U. S. news material to their national media.
Other increasingly popular wire services are the New York Times and the Los
Angeles Tlmeslgl ashington Post wire services. In the late 1960s, Reuters began to

distribute U. S. news material to U. S. subscribers. Gannettis another s;gm..cant

news service that owns ﬂ’n‘-‘ naf a_] newspaper, | { QA TODAY C h 1ficant

AA VY WWA VAW VAALARY W VY adis Vesw

holdings in broadcast media.
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f. The Media List. The media list is a compendium of all mass media in your
area: newspapers, local radio and television outlets, cable t.elevxsmn franchises and
community access TV stations, wire services, magazines and, depending on your

IGC"le, knn“ pnl\hul\nm onﬂ mnhnn puvh\rn },\rnﬂ“{-nrc 'T‘I\n ]|cf c‘\nn]ﬂ I?\l‘]ll de lu:v

individuals, their addresses and telephone numbers. Key individuals include the
reporters who usually cover your command, their editors or news directors and the
editors-in-chief, publishers and station managers. There is no standard format for a
media list; it should be developed to best suit the needs of the public affairs staff and
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kept current by maintaining the list in a word processor. Unit PAOs should rely on
assistance from the PAO of the cognizant base, Navy Office of Information, Marine
Corps Publlc Aﬂaxrs Office who mamtam medla usts apphcable to thelr reglon The

£V ___°*__

101i0Wing puoucauons ma ‘y De COIISU.IECQ to nelp aevexop a comprenenswe llSB IOl’

TPMNII AWAn Mnn!' -3 7.9 ﬁ"ﬁ‘ k‘ﬁ 1™ ]I -ﬂ“‘l\ﬂ.
JUusl aiCa. ividily dfC avaiiauic 11 110rarics.

(1) Bacon's Publicity Checker. Trade and specialty press, consumer

magazines and farming journals. Bacon's Pubhshlng Company, 14 East Jackson
Blvd., Chicago, Illinois 60604.

{2) Broaucasung Annual. Broadcasting Magazine, 1
N W7 7.\ 1. onnage

:
IN. W, V¥V & uiﬁswu, . U. 4UUOU0.

1—(\-“ 1

DeSales Sireet,

(3) California Publicity Outlets. Basic public relations guide to the state

of Cghforma. Public Relations Plus, P.O. Box 327, Washington Depot, Connecticut
06794.

College Student Press in Amerlca JInciudes newspapers;

w l3dnmnmer amd Athaw navrmccn s eamiman nmd daccmme ale Nl
i [ ¢

€r Callipus Mmagazines and journ 15 Uxurluge
ast 8Ind Strest New Vork NV 100

M ASVA VU VY ATV VY A Wisng AN & Avv

N’

(5) Directory of Minority Media. Listing of most minority media in the U.
S. No cost. Office of Minority Business Enterprise, Department of Commerce,

Washington, D. C. 20230.

(2 MNiwnnt ser A"D--Ll'n ey [ Ve dabasla f over 0O NNN o ommmae
\GJ LT f Publications. Gives details of over o0, 000 papers,
magazines and trade nublicatione in tha [T S. (‘nnnﬂ nd a faw nthar snnintriae
WREEE A WS WAL WE WA WA Y r“w--vuwvuw AAL YAANY W e vun‘“\cu uuu WA AW VY WVVAAWAEA WWWALAA WA AW

Also includes college publications. Extensive cross index. Ayer Press, West
Washington Square, Philadelphia, Pennsylvania 19106.

‘) Editor and Pubiisher Internationa'l Year'book. Editor and Publisher

uompany uexxngwn AvVenue, IN€W I0rK, l.V X .lUUéA

An

(8) Gebbie House Magazine Directorv, Lists 4 ,000 housge nublicationsg

ST AV ON ATa i RSN Saca T~ e SV VS e VY AU eRT s Rvavaas.

National Research Bureau,. Inc., 424 North Third Street Burhne'ton Iowa 52061.

. (9) Gebbie Press All in- One Directorv. Lists addresses and data on all U.
E&. daily papers, most weekues, racuo and televmon statlons, trade press, tarm

SS an ﬂ consuner puDllLaLlUnb L‘ auonul nebearcn Dufeau, '*44 l‘ Orm lnlra
B“‘ li naoatnn Tnuwae RONA1T

swll AVIVEAL VLIVUJ L,

(10) Hudson's Washington News Media Contacts Directory. The definitive
news media reterence for Washington. Hudson's Directory, 2626 Pennsylvania Ave.,
N. W, Washington, D. C. 20037.

YUY AT as TN a4 _OYET__LY__ANT______ __ ____ OL_____ _1_ n~
\11) 1N 3Ll al 11 179 ! ) Weelu! l‘ewsE ?ers. OINOWS placeS [0) §
nnhlicatinn simanlatinn n 10 anA cren atiAanna Aamrananan Aacnaiadian 401
uutlwauvu, il l.u.l.au?u., yuuxlbxuz QAlI JLILT, ANawuviial INT Pupcl. L£AD viauwulil, ‘xoJ1
National Press Building, Washington, D. C. 20045,

(12) National Radio Publicity Directory. Lists and provides data on talk
shows, audlences and productxon staff in virtually every U. S. radio station. Peter

- v PP a na

Gienn ruoncanons, Litd., 17 East 48th Street, New York, NY 10017.
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(13) Newsletter Yearbook/Directory. Lists approximately 1,500
newsletters by sub,)ect category and editorial reqmremenns. Hudson's Directory,

nNaN T __1___ _ AY YI7 OYEr_ L c.. onnan
4060 rennsylvanxa nve., IN, W, W asnlngwn, .u U. &LUVO I .

(14) Professional's Guide to Public Relations Services. Lists public

relations servi -eév fr&x'zi'ciﬁ&ﬂg'ﬁi}éa{xs and ;ﬁeﬁi’—uvy;ﬁ;z services to Ir mailing
services. Richard Weiner, 888 7th Ave., New York, NY 10019.

. Contains information on magazines,

nda 10c¢al puoiications not usuux 1y
'O
-

a
ilig \JULLIPG“J s 411C.y 20U LGSV vLLU Str

| PRI RN - R P

isted elsewhere. Oxbr iGge
t Nauwr Vr\rlr NY 10022,

1
g. Clipping Analysis. Generally, news media compete for readership or
audience by distinguishing their product from all others and thereby meeting a
unique need among a segment of the populatxon. Your ablhty to reach that
population segment depends largel ‘,Y on how well your news reieases meet the

R PRES.Y . I |y Py PRu. LI W Tnezemmnnserc Al all seendia ama

requu‘emenw Ul SPECLLIC el WIS anda news airecuwrs. 1‘ cwal. QUIILS VU1 4all 1licula aic

flooded with news releases and reguests for nuhlis garvice air hmn all hv warthv
44UV AAC VO L VAVADYD RALU L VY UWYDW 2Ve pluisiiv owva L] Waa wry VYA vesy

orga mzahnns who seek to get their message to the nubhc. Before the messages

comnete for the attention of the audience, the news releases compete for an editor's
attention. Hence, establishing professional rapport with media representativesis a
first stepin placmg a command's message w1t.h1n range of a target audlence. .
{Review Articie u.su.sa @) lN ecessity for Personal Contact).] Once personal contact is

PR 1 £ % NN DU DU A SN e nvzree malanman masiat ha avwasetnad ¢ datamsmnina thaiw

esuaolisneu ang i uulbulucu, IIEWS [TI1CASTS IIIUdDL UT TAALIILIITU W UTUWCI LT WGz
ns tynoe of media An ontional vet degsirahle method for

) VA AlAvNAATAe Liaaa ng-Au- J VY MUvis A ey crav vea e SV s

news release suitability is to conduct clipping analysis. The technique:

‘

~ (1) Once a press clip is received that is based on a news release, the clip is
analyzed by the news release author.

FONML _ mocdl o mmeen i macn bl s ANl dn dhn marrra malansn amnd mmalrans

(&) 1LI11€ auulur cumpur D UWIC ClIP W UWIT IITWD I TIiTade allu iianvs
Aatavminatinne nn necacca nf tha ralaaca ha anthar can annand a lacallv.nraduced
“ue A RARAMCAVAVIEID VL uousy Vi ViV L WViVIADV: 440V (AU VILIVA VAL M prwaesss = sV ves -v‘-—vv‘-
form to the press clip, include comments and pass the result to other Dushc affairs
staff personnel for information. Suggested form entries are:

(c) Is the clip complete or is essential information missing?

(d) Usage
1. Verbatim? How much?
2. Recast? If so, how? What was changed?
3. Editorializing? If so, how?
4. Was focus of lead changed? How?
£ YR o ALl o fndond ALl n nernwa]l)l macrrn malanas meainiainad)
9. VVAS UIC 1ICHL UL WIC UVELdLll LITWD ITITade ualuuaiiucu;
6. Other comments.
3-20h
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0305 ATTRIBUTION AND GROUND RULES

a. Attribution. When making statements concerning Navy or Marine Corps
policy that pertain to a large number of commands, itisappropriate to ask
reporters to attribute statements "to the Navy," "a Marine Corps spokesperson” or
similarly broad attribution, rather than by name and title. However, news media
will normally prefer to attribute statements to the spokesperson by name and title.
In some situations, attributing statements to a commander, high ranking staff
officer or specialist can have the desirable effect of demonstrating concern,
involvement or authority and expertise of the subject matter expert. When
attributing a comment to a commander, staff officer or specialist, always obtain
clearance %or such use by that individual. Examples of attribution include:

(1) Attribution by name and title. The PAO (or newsmaker) will be
identified in the article or broadcast by name and title.

(2) Official Spokesperson. When someone speaks for the Department of
the Navy with the proper authority on a particular subject, topic or event and
provides the official Navy position, the person is considered to be an official
spokesperson for purposes of Navy information. '

(3) Not for Attribution. The precise source of information is not to be
identified. Reporters may attribute the information to an "informed military
source.” "a Navy official” or another nonspecific term acceptable to the reporter and

the official.

b. Ground Rules. The phrases discussed below are occasionally
misunderstood by commanders, PAOs, staff personnel and reporters themselves.
Before news conferences, interviews or any other news media encounter, PAOs will
establish ground rules. At minimum, these will include the means of attribution
and agreement on the conditions of the media encounter. Unless there are
compelling and overriding reasons for using one of the other, more subtle terms, it
is usually best to keep all exchanges with news media "on the record” to avoid
confusion. The meaning of the phrase that best describes the conditions of the
media encounter must be agreed upon before the encounter begins.

(1) On the record. Remarks can be quoted verbatim and attributed
directly to the identified information source or as agreed upon with the reporter.

NOTE: "On the record" is the normal condition for encounters with news media.
The following terms describe conditions for an encounter with news media that are
deviations to this standard policy. They are to be used only on rare occasions, with
the concurrence of the officer in command and when a PAO is present who is skilled
and experienced in their use. For many reasons, including differing professional
ethics among reporters and the possibility of being misunderstood, PAOs have no
assurance that the terms of these conditions will be met. They do not authorize
privileged communications between naval personnel and members of the news
media when discussing official information.

(2) Background. The reporter may use the material, provided there is no
attribution to a specific source. A source may be identified as "a Navy official,” "a
Marine Corps official.” Another option is to reach an agreement with the reporter
to incorporate no attribution whatsoever in the story. If the reporter agrees, the
information can be used as if it originated with the reporter.
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«3) Off the Record. This condition for a news media encounter must be
used only with great care. Information is held in complete confidence and is not to
be publicized, broadcast or divulged in any form under any circumstances. This
means that it cannot even be discussed, except privately among those who received
it. Statements made "off the record"” are usually intended to provide a more in-
depth orientation or perspective to reporters who may be pursuing a topic to the
wrong corclusion or to orient them to future events that require special handling at
the present time. Such statements also help reporters avoid inaccurate statements
and recognize false or unfounded reports. The phrase cannot be relied upon as a
means of “"retrieving” an inadvertant slip of the tongue; it may or may not be
effective. Reporters do not consider themselves under obligation to place
informaticn off the record "after the fact.”
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0306 DISSEMINATING INFORMATION TO NEWS MEDIA

a. General. Navy and Marine Corps public affairs personnel disseminate
information to news media and the public through news releases, news advisories,
news conferences, media availabilities, editorial boards, interviews, background
briefings, responses to query, media embarkations, speeches and the release of
visual material. Speeches are covered in Article 0308, and visual dissemination of
information to news media (i.e., still photography, news film, videotape, etc.) is
discussed in Article 0309. The other forms of information dissemination are the
topic of this article. [To determine minimum required public information
capabilities for various types of commands and activities, consult Table 3-2 (Public
Information Capabilities (%r Various Units) and the directives of superiors in the
chain of command.] Regardless of the form in which information is disseminated
(still photograph, written news release, speech, etc.), several principles apply
universally:

(1) Information must be subjected to security and policy review prior to
release; Chapter Five (Security and Policy Review) is germane.

(2) The subject matter proposed for release, the reach of the news medium
in question (local, national, etc.) or the prominence of the speaking platform will
determine the cognizant releasing authority; Article 0302 (The Release of
Information) is germane.

(3) Official information intended for commercial use (i.e., photographs for
a book or advertisement) must be cleared by CHINFO or DIRPA prior to release.

b. News Releases. The news release is a customary form of routine
information disclosure to announce news and answer anticipated questions. Most
written releases are limited to a page or two of newsworthy information.

(1) A "spot news release" is a release issued in response to a situation that
will attract widespread or national attention. Forward copies of spot news releases
and accompanying official photography to CHINFO or DIRPA to be considered for
wider distribution. When necessary, the text of the "spot news release"” should be
forwarded by telephone and followed up by message through the Unit SITREP or
OPREP-3 reporting system. [If the news event is an accident or terrorist incident,
follow guidelines in Chapter 8 (Public Affairs Handling of Contingencies).] In
preparing and issuing the spot news release, the PAO shall:

_ (a) Ensure that the information undergoes security and policy
review;

(b) Coordinate by phone with higher level PAOs within the chain of
command as necessary;

(c) Release with the concurrence of the commander and, if
appropriate. with the prior approval of CHINFO or DIRPA; and, where possible,

(d) Provide good quality photographs, broadcast-quality color slides
or video, if available, to CHINFO or DIRPA for possible national distribution.

(2) All releases to national news media representatives must be
coordinated via the chain of command with CHINFO or DIRPA in advance of
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release. Rare, extraordinary circumstances may arise where, in the judgment of
the commander, prior coordination with CHINFO or DIRPA or their duty
representatives would entail a delay not in the best interests of the Navy or Marine
Corps. Under those conditions. the spot news release can be issued and the release
provided subsequently to CHINFO or DIRPA via the most rapid means available
with justification for the exception to policy. See Article 0302¢(]) (Release below the
Seat of Government Level).

c. News Advisories. A news advisory is an abbreviated version of a news
release which is constructed to encourage news media participation in an event of
significant importance to the command. It provides an outline of the opportunities
for news media (i.e., interview. photographic coverage, video opportunities, etc.)
and is customarily used as a follow-up to a personal visit to a news media
representative by the PAO.

d. News Conferences. A news conference is held only when a command has
something significant to announce to the public or to news media and would be
inadequately explained if disseminated by other means. News conferences provide
an opportunity for follow-on questions and answers which can be particularly
helpful in clarifying complex or technical stories. A request for a news conference
from a number of news media representatives is generally sufficient reason for
conducting a news conference. So also are significant operations, the visit or
assignment of a high level person, serious accidents or special events. On the other
hand, nothing can aggravate a command's relationship with local media more
readily than staging a news conference without the potential to yield useful,
significant copy or broadcast coverage. In calling and conducting a news
conference, the command will:

(1) Designate the PAQ as primary official responsible for arrangements;
(2) Invite all news media likely to be interested;

(3) Prepare spokespersons or subject matter experts to answer questions
frankly and candidly;

(4) Ensure the PAO provides ground rules to media just prior to the start
of the conference;

(5) Keep some record of what transpires (ideally, recorded on audio tape).

e. Media Availabilities. Like the news conference, the media availability
places the Navy or Marine Corps newsmaker in direct exchange with news media
where questions are answered on the record. Unlike the news conference, however,
there is no desire or intention on the part of the command to make an
announcement or present some finding or opinion. Itis an opportunity for
newsmakers to be available to the news media for questions, and, since it is more
open-ended. it may be necessary to prepare on a wide variety of topics.

f. Editorial Boards. Unlike more direct ways of telling the Navy and Marine
Corps story to the general public, the editorial board is intended to educate the
editorial staffs of newspapers, magazines and broadcast news operations. This
news media leadership sets the standards and dictates the editorial positions of
news organizations, thus influencing the way news is reported to the American
public. Editorial boards may not result in an article or story. A successful editorial
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board can form new opinions and ideas about the Navy and Marine Corps on the
part of editors, editorial writers, associate editors and defense reporters. Editorial
boards are usually reserved for high-ranking officials who agree to a dialogue with
editors and reporters of a news agency. The board is arranged by the PAO who is
expected to provide pre-briefing to the participating military ofticial. Editorial
boards vary as to ground rules policy. The PAO must determine the appropriate
ground rules prior to agreeing to the editorial board.

g. Interviews. Interviews, either in person or on the telephone, usually
involve a single reporter and a single newsmaker. Immediate correction of
misunderstanding or misconception is the clear advantage of the interview over
other forms of news dissemination. Reporters derive substantial benefit from
interviews by protecting exclusive stories from competitors. A PAO should be
present during the interview unless otherwise directed by the newsmaker. The
interview must be tape recorded. The Department of the Navy policy on fair and
equitable treatment of media has significant implications on the release of
information during an interview. Without penalizing a reporter's initiative in
asking pertinent questions, care should be exercised not to reveal a matter of major
news value to a single media outlet during the course of an interview; information
of major news value should be released equally to all news media. Before the
interview, the PAO must reach an agreement with the reporter on ground rules;
Article 0305 (Attribution and Ground Rules) is germane.

h. Backgglmnd Briefings. Background briefings are normally reserved for
the highest levels of command (major fleet, type and systems commands and at the
Seat of Government). They are normally conducted "for background and not for
attribution.” The PAO must confirm a reporter's understanding of and agreement
with ground rules before a background briefing can take place.

i. Response to Query. The response to query is a common means of
disseminating information to news media. PAOs will adhere to the following
requirements in responding to queries:

(1) Obtain the following information and note it as a matter of record
when responding to all public and news media queries:

(a) Name, telephone number and address and affiliation;

(b) Date and time of receipt and deadline;

(c) Description of query or request;

(d) Response;

(e) Source(s) of response (names and codes of staffs, divisions and
other commands serving as information sources and with which coordination may
be required;

(f) Date and time query answered or referred to another office or
agency;

(g) Name of agency to which query was referred.
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Coordination of a response to query may be made a matter of record (i.e., obtaining
signatures or initials or allowing the action officer to "check-off" that coordination
has taken place) as desired by individual commands. The requirement that all
responses must be initialed by representatives of staffs contributing information
frequently proves unwieldy.

J- News Media Embarkations. A most effective method to tell the Navy and
Marine Corps story is through the words and actions of sailors and Marines in the
fleet. News media representatives embarked in fleet ships and aireraft, observing
realistic exercises and interviewing participating sailors and Marines come away
from such an experience with lasting impressions. Moreover, when a new homeport
shift or base construction program brings the Navy or Marine Corps into locales
where reporters are unaccustomed to the sea services, the media embarkation can
serve as an excellent orientation tool. See also Article 0515 (Use of Military Vessels
and Aircraft for Public Affairs Purposes) and reference (f).

(D) Approval Authority. The level at which news media embarkation is
authorized or approved depends on both the reach or impact of the news medium
and the nature of the embarkation.

(2 ASD(PA) coordinates and approves embarkation of national
news media aboard fleet ships and correspondents accompanying Marine units in
significant military exercises and operations.

(b) The Unified or Specified Commander in Chief approves fleet
commander in chief plans to embark news media in fleet ships participating in joint
task force operations and to correspondents accompanying Marine units in joint
operations and exercises.

(c) When involving operations outside the joint chain, CHINFO is
approval authority for all embarkations of news media representatives serving a
national audience. coordinating with ASD(PA) as necessary. DIRPA is approval
authority for national news media representatives accompanying Marines on major
exercises and operations.

(&) CHINFO approves all news media embarkations in submarines
and visits to submarines in port and operational submarine support installations
ashore by nationa: or out-of-area news media. In exercising this authority,
CHINFO will coordinate with the Assistant Chief of Naval Operations (Undersea
Warfare) (OP-02) and the Director, Naval Nuclear Propulsion Program (OP-00N).

, (e) If the embarkation is likely to require security review of
materials (manuscripts, photographs, etc.) prior to airing or publication, CHINFO
or DIRPA will act as coordinator for the embarkation unless a Unified or Specified
Commander has cognizance over the embarkation. In the latter case, CHINFO or
DIRPA will be kept fully informed.

(2) Policy Guidance
(2' The Navy or Marine Corps shall not be placed in a position of
competing with established, adequate and parallel commercial transportation

facilities. Embarkation of correspondents in ships and aircraft shall not be
considered as competition with commercial facilities when:
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1. Embarkation is necessary to obtain news coverage of the
ship or aircraft in which embarked or associated personnel or cargo;

2. Correspondents are invited by proper authority to report on
a matter of special interest to the Navy or Marine Corps.

(b) On operations where security is critical, embarkation of
reporters may be made contingent to their agreement to submit copy and visual
information materials for security and policy review. Under such circumstances,
the reason for the review will be made clear prior to the embarkation.
Correspondents will be assured that security reviews are conducted solely to
prevent disclosure of security information, not for purposes of censorship or
"reinterpretation.” Normally, manuscripts and other materials will be submitted
to CHINFO or DIRPA who will then submit the material to OP-09N or Code INTC
for review.

(¢) In the majority of cases, news media embark in ships and
accompany Marine Corps units without a written statement concerning indemnity.
Nevertheless, commands in which correspondents are embarked have the option of
asking that news media representatives sign a statement of indemnity. See Figure
3-1. In the case of an embarkation in high performance aircraft or an embarkation
aboard ship or in the fleld with the likelihood of transfer elsewhere by certain types
of aircraft, the correspondent may be required to satisfactorily complete
physiological testing and emergency or survival training; consult the NATOPS
Manual.

(d) Representatives from news and feature-oriented media may
initiate requests for embarkations or may be invited to embark to cover special
interest subjects about the Navy or Marine Corps, such as a feature to support
recruiting. Requests for embarkation or an invitation to embark will contain the
following elements:

i

. Type, scope, duration of operation or cruise;

2. Transportation arrangements;

3. Availability of message transmission (if applicable), meals,
quarters and a statement that correspondents will be expected to pay certain costs
(such as meals) and other personal expenses incurred. An estimate of costs should
be included.

(3) Arrangements aboard Ship

(a) A pre-departure briefing will be held at the earliest convenient
time so that correspondents can meet the commanding officer and other key
personnel and get answers to preliminary questions. If the correpondent joins the
ship at sea, the briefing shall be given as soon after the individual's arrival aboard
as possible. At the briefing, ground rules will be reviewed, and escort officers will
assigned to each news media representative or group of correspondents having
similiar interests. See also subparagraph (d) below.

(b) As part of the pre-departure brief‘ing, correspondents and their
assistants will receive indoctrination into basic ship safety, where to reportin an

3-27



SECNAVINST 5720.44A
3 JUN 1987

emergency, security ("off-limits") areas on board, actions to take in case of a
security alert, photography restrictions, etc.

(c) The crew should be informed about the news media
representatives through the Plan of the Day, ship's newspaper and on the
Shipboard Information, Training and Entertainment (SITE) system. The internal
media should provide the correspondents' names, affiliations and the duration of
their visits. An identification card should also be prepared for each member of the
news media team to assist command security personnel. [The example provided in
Figure 8-1 (for accreditation) can be used as a sample identification card.] The card
should be modified in color, appearance and text to conform to local command
requirements.

(d) Every effort should be made to provide suitable communication
facilities for embarked news personnel when requested in accordance with standard
Naval communications practices. Reference (g) requires that all commercial
messages filed aboard ship be approved by the commanding officer or officer
designated by the CO before release. Past experience demonstrates that
correspondents may be critical of such review. Accordingly, in the pre-departure
briefing, correspondents should be told that the CO's review requirementis a
security review, not censorship, to ensure that no classified information is released.
No attempt will be made to change or delete unclassified and otherwise
unrestricted material whether or not it appears critical of the Navy, Marine Corps
or naval personnel. If classified information is included in a reporter's story, the
command must request that it be deleted. In event of disagreement, the command
will transmit a classified message to the fleet commander in chief (with information
copy to CHINFO) for resolution.

(e) News of accidents resulting in serious injury or death and other
unusual occurrences should be released to correspondents on board (in keeping with
security and policy constraints; see Chapter Five). Commands should extend full
cooperation to reporters in covering emergent stories, consistent with safety and
security. Clearly, efforts to control an accident, safeguard property and treat and
protect personnel take precedence over news coverage. Nevertheless, embarked
news media should be informed that an incident has occurred, with details and
coverage opportunities provided as soon as feasible. Releases should also be made
to national media representatives on board when resorting to higher authority for
clearance would be inappropriate and entail unacceptable delay; see Article 0302
(The Release of Information). Immediately after releasing information to national
media, report the incident and release details by immediate precedence message to
CHINFO (or DIRPA) and the chain of command. Reports may be incorporated in
the Unit SITREP or OPREP-3 reporting system.
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FIGURE 3-1
AGREEMENT RELATING TO INDEMNITY

IN CONSIDERATION OF PERMISSION BY (COMMAND)
TO ACCOMPANY A (COMMAND) UNITOR ACTIVITY

1. (command) hereby grants permission for (name of news
media team member) , representing (affiliation) , to accompany
(command) forces and units during (Exercise or timeframe)

2. In consideration for the permission granted by paragraph 1,

(name) agrees to indemnify (command) and any other nation

or nation's military forces against any claim which may be made by

any third party against (command) and any nation or nation's
military forces arising out of any act or omission on his/her part
1n connection with his’her accompanying a unit, or being

transported to or from a unit by (command) or any nation or

nation's military forces.

(media representative)

(command representative)

PRINTED FULL NAME AND NATIONALITY OF CORRESPONDENT:

SIGNATURE OF CORRESPONDENT:
DATE:
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HOME ADDRESS OF CORRESPONDENT:

NAME, ADDRESS OF CORRESPONDENT'S NEXT OF KIN:

NAME, ADDRESS AND TELEPHONE NUMBER OF PARENT NEWS
ORGANIZATION:

SIGNATURE OF CORRESPONDENT'S EDITOR, PUBLISHER OR
MANAGER:

/DATE:
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G-0306 DISSEMINATING INFORMATION TO NEWS MEDIA

a. l‘reparmg Individualis for a Media En count.er. betore pamclpaungln

PNy AR PP P PR PPN NP [P ey
news CUILICTICIICED, meaia ¢ vauum S O Ub 1€T Meaia encounwers Dy
i

prepare by briefing the prin any of these briefing points would
prove useful in assisting distinguished visitors before their media encounter:

(1) [Explain ground rules that will be in effect.]
(2) "When speakmg to reporters, you speak for the (command, Marine

yer abn ) A« ANIMmIANg

avy €w.;. nvuiu persona. Opiniodiis.

(3) "The reason for this encounter is to meet the public's legitimate need
for information about the Navy (or Marine Corps). When responding to a reporter's
questions, speak as if to the public and honor its right to know. Don't let any ill
feelings about the media interfere with this information exchange.”

(A) "TTeca snmmann lanonaaa and avaid tashn
P VWV 7 ACA. A4 CA. i A A ¥ 3 il

acron s "\—‘l L AAMLAANSAL 1.1.5\‘. 5“ A& VA L5 WA/A RAAYD SRR ALAL L. le
(5) "Put your conclusion first, then support it with facts."
(6) "Use short, simple sentences. Long answers are seldom used in

stories."

(7) "When you've answered a question or made a point, stop. Do not
elaborate or make additional comment unless you feel you've mis-spoken.'

(8) "Don't accept a reporter's facts or figures."

(9) "Do not an

Q (<) un
AAU YV RALZD VY U Ay ¥

out.”

(11) "Arrive early and, if possible, talk to the reporter and mention some of
tha nainte van want tn dicence "
Wi pliliws yOUu walliv WU UisStuss

(12) "Avoid the phrase 'no comment.™ Many reporters interpret that
phrase as indicating that you are dehberately withholding information. If you
cannot answer a question, explain why.”

(13) "Have firmly in mind before the interview certain key points you

wigh to make., Whenever the renorter nauses or vou have inst a moment, reflect on

what you've said. Have you made your nomts? Is there some point ou wish to
emphasize to the reporter?”

| (14) "Come prepared. Even in your own specialty, brush-up work is often

[PPRPURY- poprps |
requirea.
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(15) "Stay cool. Do not let the interview become emotional or that will be
the story."

b. News Releases

(1) Type the first page on a preprinted form. The form should not be

elaborate. At the t top of the form include the command's name and address. For a

release with multiple pages, use plam bond paper for additional pages and number
them.

O\ ML wnlancn o
4) 1Nnereiease s

—~

(3) Type in capital letters a proposed title (called a slug line) for ease of
reference by the news editor or news director.

(4) btart typmg the body of the release about a quarter of a page down
from the top of the first page (several lines below the title or sl" g). Th
editor to write a new headline, make notes or edit copy.

(5) Indent the first line of each paragraph 5 to 8 spaces.

(6) Use clear, simple sentence structure with active verbs. Avoid jargon,
acronyms, lengthy and involved sentences, long paragraphs and paragraphs

) PR PO Sy & ha aarmma urnrd ar nhraca

DCELILILILIE W1l LT SAalllit wWUlu Vil piil asvc.

(7) Use civilian writing style (such as the AP Style Guide), not military
style (such as ship namesin capitals or 24-hour clock time).

(B)Ihi ado
S:

rst paragraph should summarize the story. Making it as
simple and plain as p :

r fi
__Ll- aL 1 _ .1
S1Di€, L€ lealu

(a) Answer the basic questions (Who? What? Where? When? Later

7 o

in the story, answer: How?);

(b) Convey the right sense of time (Today's news? Tomorrow's
event? Yesterday's occurrence?);

(d) Avoid beginning with a quotation, but summarize the "newsy
i story, is important.

tha I» »y
W1 DWWl

)
{

(a

\E.

(10) Clearly indicate any embargo information. If the story cannot be
released until a certain time, indicate this in bold capital letters across the top of the
first page. A story that 1s avanlable for the medla s immediate use snoulcl not be
labeled "for immediate release™: this advisory is extraneous and no longer considered
useful or appropriate. A time stlpulatlon called an embargo date, should read thus:

HOLD FOR RELEASE UNTIL 11:00 AM E.S.T.,
SATURDAY, MAY 16, 1989.
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(11) After the lea begin n to amplify key details in order of importance in
subsequent paragraphs. Hel p" hints:

(a) Tell the story once. Dispense with facts that are not directly
related to the story.

(b) Write succinctly without sacrificing accuracy.

(11) Include photographs and captions if possible, and when the editor or
tor has indicated a willingness to use them. Do not send photographsin 8
5 X 7 will do. Do not send poor quality photographs (or ides to

- P S LR IR el - _._-_- __ e

unless it is one-of-a-kind coverage or a major event. Television stations
N [
A d =4

E',sg

c. News Advisories. A news advisory, an abbrevxated form of the news
release, 1s intended to stimulate news media to assign resources and cover an event
themselves Usually a page in length, the news adv1sory packages facts Ina tlght

compeulng manner to lnIO!'InS an ealwr or news curecwr Wnat mey WOllld galn D
M'“'“'“'ng their news resources. They Y should be prepar ed letter -pci‘fcv.b, kuuhy
appealing and carefully worded. Most effective are news advisories left with an
gxtor following a phone call or visit by the PAO. The news advisory should also be
sent to the editor by name with a brief, appropriately worded cover letter or note.
The format of the news advisory may be changed to reflect the circumstances, but it

generalily follows this pattern:

lh Event. A concise. com

bo!
A4V VAIWe 4A VVIIVADLy U o

desires the news media to cover

the event ltselt (July 4, 1990 at noon aboard the hlstonc frlgate

on).

Bons

(3) Significance. In capsule form, the importance of the event and its

relevancy to a particular editor's reading, listening or viewing audience. This should
be the reason news editors will feel they must cover the event.

{4) Details. This paragraph should inciude atiractive features about the
event that would add to its appeal to an editor (e.g., "This first emplo lyment of the

XYZ weanons nvgtnm will hp al'\nﬁrﬂ ﬂ\A Nnvy s newast mnﬂnﬂ mnceu fruga&n "\
(5) Opportumtles. Unique opportunities for media should be included

here. An" p{portumues paragraph for a news advisory given to a newspaper editor
might look like this:
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Opportunities -Photograph underway operations, heli-
anntnw latinmah and mannuvare and mact
\'UPWI 1aUulivil aiiu lcbuvcx.y Aliul 131VO0V
operational activities aboard the ship. -

-Interview Commanding Officer, officers
and crew.
-File a series o
underway.

(6) For further information, calli... List the command point of contact
with the authority to approve the news media representative's participation in the

aerasd

CvVeilv.

If a particular medium chooses not to participate in the event, they may still be
g;teresbed in using a news release and any Navy or Marine Corps visual coverage of
e event

d. News Conferences. News conferences are an important, if infrequent, tool
in nuihlic infarmation and madia ralatinne Thav ehanld he held onlv when the

"
431 PUNJILL 1i1iV2 ulnuuxl AU AT ULIER A VIR UUVIID, 424V ) DIiUVIAINA UL A2TAN Valay VraiTas vass

command has something significant to say and when other forms of disseminating
information are inadequate or inappropriate. The news conference should not be
used as a substitute for a series of news releases or interviewson a toplc of ongoing
pubhc mterest The news conference is employed in such cases to introduce

1mportant developments.

() Command Participants. Asamajorp public event, the news -
conference should involve key command personnel who should be briefed by the
public affairs officer to understand its function, procedures and limitations.

Normally, the ideal person to conduct the news conference 1s the commander o

commandmg omcer If highly t.ecnmcal information in several different ﬁelds or
disc es will be discussed, subject matter expertsin those fields should be on hand

M

(2) Preparing Partlclpants For many, a news conference represents
their first direct encounter with reporters in large numbers. PAOs can help alleviate
apprehension by conductmg practice news conterences ¢ murder boards ), with
public affairs staff personnel posing as reporters. The more difficult the questions,
the more effective the practice sessions. Some questions should be developed which
rpm_u re command nggsgn__nel to nerce.lve and correct an error in orientation or
perspectlve on the part of the inquirer. Finally, before the actual encounter with the
news media, the PAO should brief command participants. See Article G-0306a

(Preparing Individuals for a Media Encounter).

1O\ Tonsrid2m e N acsre Madda aure wadd Smart :
(o) 1niViUing INEWS Media. News mcd;a should be invited eq“:tabl" and
wall in advance. If nossible, invitations should go out first bv telenhone an later

e &AL yvoo&waw, AlA v&wwvuu DiiVMMaANL BV

V2 J
confirmed in writing. The day before the event, “a nubhc affairs staff member should
call all reporters invited as a reminder. Be friendly and informal in discussing the
forthcoming event. Brief reporters on what the conference will cover, but do not
msclose detalls Do not promlse anything you cannot deliver. bonsmer media

deadlines when setting a time for an event. Coverage possibilities should be best for



(4) Site Requirements. A number of factors are involved in site selection
and site preparation.

room must be ot sultable s1ze in a bulldmg easy | to find.

e
I u nt to support television lighting, keeping in mind that
television lightmg may be more demanding on a power system than normally used.
Telenhones should bhe adequate in number, Ifitisa large room, the command shonld

SSVESTR 2AAULSNR AT SRS RLEST 222 222222858 e AV AT X SRS PT 2 VAL VALY VALKt VaaV e

provide the public address: system, but care is necessary to ensure compatibility with
media sound needs.
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o (c) Graphics (e.g., charts, photos) or models should be employed if
available. Make provisions to tape record the conference.

for video and photogr Shy Avoid reflective surfaces, geometric patterns or
distracting backgrounds. Use colors in the background that contrast favorably w.
Navy and Marine Corps uniforms.

=

(e) To avoid embarrassment, security personnel should be notified

early when to expect reporters for the conference. Work out escort arrangements if
the conference will be held on base.

VwasaVa Varsvw TYesd AW AAwaANA Vaid AW

(6) Conduct of the News Conference

(a) Distribute press information kits Usually, thisi lS done as
reporters arrive, although it may be desirable to defer distribution until the news
ronfoarance iec ecamnlatad
WVVALAWA widVvWw AD vv;&&yl\' [ =V §

(b) Make introductory remarks. Normally made by the PAO,
introductory remarks consist of a statement of the purpose of the conference, a brief
outhne and duratlon ot each segment (1ssuance of statement or mtroductlon of
distinguished visitor plus visitor's remarks, question-and-answer riod), statement
of rocedure to be followed during question-and-answer period antfe ground rulesin

tect. Under normal circumstances, the conference should last no longer than 30
mmutes. Ground rules should be on the record and for attribution by name and

title; see Article 0305 (Attribution and Ground rules). ame and
(c) Make the principal tatement. Normally th task of the

commander, the principal statement ism
h in
- &' aa

a snmmandar alen
W WAALRLAAGRAAUUGI QAIDV 1

to o necessarv

ig ans
191w ad TlcSsary.

(d) Invite questions. If the principal statement is made by the
commander, the commander is usually expected to take the questions. If acoustlcs
dictate, repeat the questlon for the beneht of those who may not have heard itand to
ensure that the question is recorded on tape. Re Rona as fully and nonestly as

v ~ a alinac 1nala Py PRU QUL U g K 1, £
possible, conforming to the guidelines in Article G-0306a (Preparing Individuals f

Q2 AN~
J-IVC




SECNAVINST 5720.44A
8 JUN 1987

a Media Encounter) Questions that can and should be answered but not
1mmecuat.e1y (e.g., pertineni data not at nano), snoum be r.acxnow1eageu by a

~le T waesll bnalon wens ¢+ lhaals wrmus ? Teaad = -t tha
:wau:xucuu SUCn as. 1 Wiis bu!u: _yuul qucbuuu nuu 5cu valn w yuu,. v USy Prior vo uid

cloge of the guestion-and-answer neriod the PAQ chould announce that "two mare

uestions will be entertained." Iirspeclahsts are needed to answer questions, keep
them near the podium at the direction of the commander.

(e) Ciose the conference. Normaily done by the PAO.

(D) Transcribe the conference. Transcribe the conference from the
tape rpmrdmg and maintain the tranqgrmtmn to answer subsequent auestions.

Prepare a news release on the conference and distribute it to news media who were
genuinely interested in attending but could not make it. Where possible, make
highlights of the tape-recorded version available to radio stations as actualities.
Phone the news release to media.

{d\ Renortt the confarence resulte. Provide an interim renort on

the news conference for superiors in the chain and principals who made remarks at
the conference. Include in the report key statements made, questions and responses
and anticipated coverage. Transmit or mail a copy of the transcript to superiors in
the chain of command.

ot

R Ve 4&A ;nuswrvnvt\lwv

superior in the chain and other i nterested officials the impact of press coverage;
include copies of press clips and broadcast summaries.

(h) Qievhmit a |nn| ranart Aecncc and rann
A SUSIMILA IINA:L Y

Iﬂc

mmadiate
mmeqiale

e. Medla Avallabllltles. Preparatlons for medla avauablhtxes are generauy
the same as mose for news conlerences A r.ranscrlpt. should alwayb be maae,
preferably on tape. The PAO should %we a pre-briefing which should include
sketches on the correspondents who plan to participate and clips or summaries of
news coverage on current issues. The newsmaker should be well aware that, in the
media availability, questions on a wide range of topics are likely, so pre-briefings
should touch on likely topics.

!CI-
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-d_ton,l boards can be attributed to the individual by name and title, to an official
spokesperson or "not for attribution.” Because they are intended to stimulate ideas
and educate, editorial boards can help influence news organizations that have been
cntlcal or neutral toward the rmhtary Boards may also be scheduled at a time when
the Service, a command or a parucular defense issue has spameu com,rovemy or
rcquu s clarification. It can also assist the Service in striking a balanced ‘v'}“v‘v""ycut
on a particular issue that is under public scrutiny. Once an o?ﬁcxal agrees to an

editorial board, the PAO:

3
3
g

(1) Makes the arrangements for the board with the news organization;

(2) Develops a bnefin% book for the offical, consisting of the range of

sansitivi hne nawe agancv analveie [editarial
u AVGVIAL OWwiivi va AdAN, VYV WD “6““9) ull“lJ VAW | WA Ve Avaa

nosition, hasic l'mokm'nund on leaders (e.g., edltors- defense writers, etc.)];
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(3) Accompanies the official to the board and monitors the discussions;
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(4) Provides requested follow-up information and monitors the impact of
the editorial board through review of media coverage.

g. lntervnews. Procedures for the arrangement and conduct of interviews are

nmnns TA mnaé ‘nntlivn-" niler alant nthan naws madia

PRI DS R y an £in va.
simliiar w tl ch 10T NEWS COoNiIEreiices, o Ny inaaver vaiiviy aieri Suner news medaia
rview or the roanartar'c area nf concern

& WAL WA VA WWaALVWVaE ans

VAN ¥V Wi WViiw lvrlvn Vwa W
(1) Ensure that the reporter and news organization are reputable. Consult
other PAOs in the region and, when in doubt, PAOs at higher echelon commands.

r7-3% o Y IR U D, IS Y WY D S |

{2) Determine as preCISely as pOSsiDi€ Wnal uie reporer wants to Kno
4

—d dlan dnmdad ssan aftha infarmnanéin Natarmina fram a rn\nnm ncnrnae olin
ullu ul.c luwuucu UW v WU ll.l.l.\u lu.au\.u.l AJ/CVCLLIILILAG AVIIA QA A © A PAVOD ViAo Ul

broadcast summaries what sorts of stories the reporter usually files on military and
related issues. Will the interview serve as a source of information for a single story
or a series of stories? Will the interview be used to provide details or perspective on a
related issue? What other sources of 1nformatlon w1ll the reporter be using to nmsh
the contem lated swryr Will the interview tend to place the N avyor Marine bOl'pS
at odds with a community interest? What about the pnnclpal toplcs of the

interview? Dg thav lond themselves to digengsion hy agingle' qnhu:nf matter

expert?” Or, woul the mterests of the Serv1ce be best served bv t.akmp.r a reporter's
questlons and provxdxng fully staffed answers in return? What are the current
community issues a reYorter might attempt to link to the interviewee? Would the

reporter agree to establishing an understanding that the interview would focus on
(O MNabnwmnring tha smnct annwanwiota individinal +a nravida tha ranniactad
\VU)J LJTUVCIIIILLIIT UWIT IIIUDLV QGPYPIVPIIA W 1LIUL VIUUQL W PLUVIUL uiv 1 v ULvovea
information, The appropriate indivi-uafshol_ld be one who can:

(a) Speak on the topics with authority and without need for further
clearance (unless addressing a national news medium);

(b) Express thoughts clearly and concisely;

(¢) Speak succinctly and with forcefulness (if the interview will be
conducted by television or radio).

(4) Prepare a memorandum to t.he 1nterv1ewee outhmng basic facts news

medium and reporter, background information on reporter and agency, other

fews and articlas on ralated tonics samnleg of renorter's worl and an
ATCWO QliIU Gl WLViIvVD Vil i viavvu wl.uvo, DRALAMAVD Vi 4w mas
;

nterview will be on the record off the record or for
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(5) Send the newsmaker S blography to the reporter with detaus on the
meenng bonnrm the time and place where the reporter will meet the PAO.

Lo seencssnd wvnlan

[ . S
Uunurm lleC yIrouuu 1 uics.

(6) Set up a suitable place for the interview. Consider the special needs of
the broadcast media.

(7) For interviews of distinguished guests, key command personnei or if
discussing a complex topic--or if the command initiated the interview--develop a

naner deseribing nrohahble guestions and nronosed rnnhne for the interviewse,
PO-P VAW IDIWE & W 6 y VAN CAWN AN “ VAVALL CAAAL r r VAN VY

(8) Discuss these questlons and answers with the newsmaker. If the
interview is sensitive, stage a "murder board" or "dry run" interview.
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9 Brie‘f th‘e gewsmalggr on inberviqw basics. See Article 0306a
(Preparing Individuals for a Media Encounter).

ll \ aDAN attand tha intarriaur vinlace Glﬂ\nrnl;an Aivantad hu tha
\1 no 4 n\.l, AVUVCIIWU LT 11IVCL VAU W ULLIVOO Uu “i WIDU Uil TLViu v wiie

newsmaker. Make opening remarks, introduce participants, clarify the purpose of
the interview. State, explain and reaffirm the ground rules.

A (11) During the interview, be vigilant for miscommunication, and do not

esitate to interrupt the mte iew to correct possible mlsst.at.ement.s if videotaping--
wait for a break in the questioning. Concentrate on what is being said.

rsl

Protect the reporter's interests hv avoidi ing any sommunication with

Ve

other news media r repr esentatlves regardi

h. Background Briefings. Genera , IRIormauion v age pu
unles_i can be Qnep_lv attr F uted to the Navy or Marine Corps and disseminated
One example of a situation in which a background briefing would be helpful is the
embarkation of reporters aboard ships prior to the commencement of a major
peratlon or exercise. Certain information may nave to be mvulged {o participating

reporters so that they understand the meaning of the operations and can reasonably
€all Ay 14'5 MPNPPAOO 'T“-\n ‘\rinrn(te aro ~NM I'lnfnl‘ nn ‘r\n orn I“A t‘ aro nm‘-\nramrl
AVIIU YW 1D PLUVKRITOO. illv .U AL D Qarv \rUl.l“ UL VAava Rl vuwii . .u @i wsa.xuun BV,
however, to assure that important security matters are not publicized until after the

operation is concluded.

i. Resgonse to Querz. Develop locally produced forms followmg the guldance

Yo

L PR g e a anlae exrséle
tnat commanders and senior staff persunu 1 will begin to associate the color with
Anadlinad hich nriaritu nawe inaniriac and dictinognich 1t fram athar nanar war
UCaULLITU, IIEI-PIIVIILY LICWD 1IIYULIITO QiU UWISUWIIKHUISLL 1V 11 VILI VLiivi papei wui i,
The following points are also germane:

(1) Analyze pertinent organizational interrelationships and determine
both necessary clearance level and the impact of the release. Who w1ll be atfected by
answermg t.hese mqumes' Are they aware of the impending release? Should they

SRS iy RCIURR 9 YATL . o il ........A armmmanmn ada malanacn atéhanttar? Daers s
be consulted in advance? Who is the most appropriave reiease auuaorivy: neview

S
\-4

(2) If something delays your response to the news media, advise them as
soon as you know that there will be a delay and always prior to the deadline. If
possible, always offer available information. Failing to do so may result i ina Navy or
Marme borps statement taum%m appear i ina news story that pertains to the

PR =~ A_L-Al- NnNaNOl M\ Q. . ancn)
De“lce. Dee LiCle Vovou \l) \opeeu vl I\-CICubCI.
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(5) If only some of the questions pertain to your command and other
questwns must be answered by another command, pernaps at a higher echeion,

ab remmn ML bl i mnserzeansv ] sevner seetoklh b Aernmentons ;mmasma.

- O | -L.’..-
uuuly ulal. COIMINaiia au once. i€ Ouler comimana may wisn U0 EXercise prerogavive
in receiving an innut from von then nraoviding the entire answer to the media
ALR 6 - wa waa A A

SAZE ALApNA Y 22 Vsaa JUAy vnnvnn P Aigy w VaAVALA U RAsa ~ Asan

representative.

(6) Always consult standing public affairs guidance (which may be
promulgated by the current operatxon order, a berv1ce lnrormatlon Chief, other
superlor ln r.ne cnaxn etic. ) mnsure tnar. yOl.l dnu jour enure bEaII are aware OI me
topics and situations covered by current public affairs guidance b?r internal staff
briefings, posting of subject matter lists on bulletin hoards in public affairs spaces,
penodlc reminders at q_uarters and other means.

(7) Guidance on answering news inquiries is found throughout this
instruction. Notable references include: Chapter 3 (Publlc Informatlon) Chapter 5

(Qnassaddas Al | LD o PRI PR RNV I o ) QU DRI « I F o PRUY ST S

ocLurly anu fUl.lby IECVICW) allu uuupu:l o \\JUIIIAILBCIILICB).

i. Special Situations and Contingency Reponse to Querv. When news
media cover a Navy or Marine Corps story, they invariably call the nearest base or
station for comment. Public affairs personnel are frequently faced with inquiries
that do not d1rectly relate to theu' commands and must refer the inquirer to the
approprxaue N avyor Marlne bOI'pS acuvu.y or ecnelon

(1) Reporters wholly unfamiliar with the Navy and Marine Corps and the
methods used by the Services to handle media inquiries may expect to obtain
answers readily from local public affairs personnel on a wide variety of issues.
Dependmg on the questlons and other circumstances, this may or may not be
possibie, and pubiic affairs personnel shouid expiain procedures to them and offer to
assist as much as practicable.

(2) Reporters working on a story on a military issue that affects personnel
or commands nationwide may desire to "localize" it by looklng at the issue from a
"local Navy viewpoint." Ifitis strictly a local or regional issue, they may expect the
local PAO to be 1nformed on the matter and ready to speak freely without reference

PR, .fa_. Yoo al oo oD A% ___ . alL _ M __° PR
to higher authority. In these and many other situations, the PAG will have to resort

fn tha snmmandar far cniidansa annenliats onora nnrnauval Hawraw
. LWIT LULLLGLIUTT 1UL glilalilys, LUULuIW LUl U apprival, 1iUwCver, uitic will aisy

be numerous situations in which the PAQO should prepare, on a wid_p variety of topics
which are clearly in the gubhc interest, contingency responses to inquiries ‘that are
pre-approved with guidelines agreed to by the commander for their use. Developing
contmgency responses to query for issues in the pubhc interest builds the command's
credibility with locai media and the community and demonstrates the command'’s

4ha merhllaln wiché 4a loam e
wuuulhulcuu w ulc PUDLIU D 111V 10 KNow.
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’lI‘JABLSE 3-2: PUBLIC INFORMATION CAPABILITIES FOR VARIOUS
NIT

NOTE: This table does not constitute authority to release information. Itisrathera
statement of minimum capabilities a type of command must retain. Consult senior
authorities for coordination requirements.

TYPES OF COMMANDS AND ACTIVITIES

BBs, CVs, CGs, I.LPDs, Ships Under SSNs, NAVINFOs MCPAOs

CAPABILITIES LHAs similar ships  CGsize  SSBNs (USMC)
1. Public [nquiry* R R R R R R
2. FHTNC Releases R R R R R R
3. News releases R R R R S S
4. Releases accompanied

by still photography R R H H R R
5. Videoor film 3 H H 3 H H
6. News advisory R H N N S S
7. Contingency Q/A** R R R R R R
8. Response to query R R H H S S
9. Release of biographic

information R R R R R R
10. News conferences P P N N R R
11. Media availabilities R N N N R R
12. Editorial boards N N N N R R
13. Interviews*** P H/P H/P H/P R R
14. Background briefings N N N N R R
LEGEND:

R--Required capability in matters under a command's purview. N--Not an organic capability. H--
Approval from higher authority necessary. P--public affairs professional must be present. S--Source
of general USN or USMC information.

*._Responding to inquiries from persons not affiliated with mass media or referring them to another
command; see Article 0310 (Communicating with Elected Officials, Private Groups and Individuals.).

**..Refers to the preparation of contingency questions and answers, facts sheets, summary
statements, etc., for release by unit involved or higher echelon command.

***__Refers also to escorting broadcast media and making statements on-air or on-tape.
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TYPES OF COMMANDS AND ACTIVITIES
Auxiliaries Tenant Base USN Bases/ Stations/ Naval Support
(i.e., ARDM) Activities Stations(U.S./ Bases(o'seas) Activity/Office
Territories) (overseas)

CAPABILITIES
1. Public Inquiry* H R R R R
2. FHTNC Releases R R R R R
3. News releases Hewss H/pse** R R R
4. Releases accompanied

by still photography H H R R R
5. Video or film N N H H H
6. News advisory N N R R R
7. Contingency Q/A** H**+* 13 Rl R R R
8. Response to query H¥ees H¥®es R R R
9. Release of biographic

information H R R R R
10. News conferences N N | H/P P
11. Media availabilities N Hes** R R R
12. Editorial boards N N R R N
13. Interviews*** H/ps*** H/p***» R H/P P
14. Background briefings N N N N N
LEGEND:

R--Required capability in matters under a command's purview. N--Not an organic capability. H--
Approval from higher authority necessary. P--public affairs professional must be present.

*__Responding to inquiries from persons not affiliated with mass media or referring them to another
command; see Article 0310 (Communicating with Elected Officials, Private Groups and Individuals).

**__Refers to the preparation of contingency questions and answers, facts sheets, summary
statements, etc., for release by unit involved or higher echelon command.

**%__Refers also to escorting broadcast media and making statements on-air or on-tape.
s**3»_Major tenants may be required to coordinate media activities with senior officer present, may
obtain assistance from base public affairs to conduct interviews and other media encounters or may

be able to proceed on certain matters without prior consultation. Consult SOPA, area coordinator or
base instructions and current memorandum of understanding on public affairs matters.
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TYPESOF COMMANDS AND ACTIVITIES

Squadron/ Type USMC Air Embarked Embarked USN
GroupCmds. Commands Stations/Bases USMC Units Dets (USMC PA
(MAUs, MAFs) auth. w/CLF)

CAPABILITIES
1. Public Inquiry* R*e*» R R R R
2. FHTNC Relcases R¥#*s R R R R
3. News releases R**** R R R R
4. Releases accompanied

by still photography H R R H N
5. Video or film H [faneses R H N
6. News advisory H R R N N
7. Contingency Q/A** R R R R R
8. Response to query Res2* R R R H
9. Release of biographic

information R R R R R
10. News conferences H/P p P H/P N
11. Media availabilities H/P R R P N
12. Editorial boards N R R N N
13. Interviews*** H/P R R P H/P
14. Background briefings N R R N N
LEGEND:

R--Required capability in matters under a command's purview. N--Not an organic capability. H--
Approval from higher authority or assistance from another command necessary. P--public affairs
professional must be present.

*--Responding to inquiries from persons not affiliated with mass media or referring them to another
command; see Article 0310 (Communicating with Elected Officials, Private Groups and Individuals).

**.-Refers to the preparation of contingency questions and answers, facts sheets, summary
statements, etc., for release by unit involved or higher echelon command.

***__Refers also to escorting broadcast media and making statements on-air or on-tape.
*#4%__USMC aviation squadrons require Wing Commander approval.

*#*+*_Higher authority approval not required for CGFMFPAC/LANT.
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TYPES OF COMMANDS AND ACTIVITIES
USN Recruit Marine Corps USN Medical Hospitals/ Activities
Districts/ Districts Command/  Medical,Dental Not Listed
Areas Regions Clinics Elsewhere
CAPABILITIES
1. Public Inquiry* R R R R R
2. FHTXNC Releases R R R R R
3. News releases R R R R H
4. Releases accompanied
by still photography R R K R H
5. Video or film H R N N H
6. News advisory R : R R N H
7. Contingency Q/A** R R R R H
8. Response to query R R R R H
9. Release of biographic
information R R R R R
10. News conferences p P p H/P N
11. Media availabilities R R R H/P N
12. Editorial boards R R R N N
13. Interviews*** R R P H/P H
14. Background briefings N R R N N

LEGEND:

R--Required capability in matters under a command's purview. N--Not an organic capability. H--
Approval from higher authority or assistance from another command necessary. P--public affairs
professional must be present.

*__Responding to inquiries from persons not affiliated with mass media or referring them to another
command; see Article 0310 (Communicating with Elected Officials, Private Groups and Individuals).

**_.Refers to the preparation of contingency questions and answers, facts sheets, summary
statements, etc., for release by unit involved or higher echelon command.

***__Refers also to escorting broadcast media and making statements on-air or on-tape.
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0307 SPECIAL CONSIDERATIONS FOR BROADCAST, MOTION
PICTURE AND PRINT MEDIA

a. General. In keeping with the basic tenet that all media must be treated
fairly and impartially [Article 0102a (Department of Defense Principles of
Information)], commands shall make timely, accurate information and, when
necessary, materials available to correspondents. This includes release of visual
materials, arranging of interviews and response to news queries. In the United
States, competition is essential to a free and open press. It follows that a
government agency should at no time appear to favor one medium or type of
medium or cooperate with one and not another. For example, granting a video
interview opportunity to a television station while denying a photo and interview
opportunity to a newspaper (taking the newspaper’s questions and providing
answers over the phone only) on the same subject matter may violate Department
of Defense policy to treat media fairly and impartially. PAOs should accomodate
the special needs of broadcast media by ensuring that:

(1) Relationships with competing radio and television firms and other
news agencies are fair and impartial;

(2) Standards of accuracy, propriety, good taste and compliance with
security considerations are equitably applied and

(3) Cooperation with producers, station managers and news directors does
not interfere with essential duties of personnel;

b. Program Types and Approval Levels. Commands may encounter
requests to cooperate with the following types of programs:

(1) Local Program. A broadcast by a single station or a rebroadcast at a
later time by that station or another station within the same general broadcast area
is considered a local program. Individual commanders and commanding officers
may approve one-time, one-station participation by personnel of their commands as
individuals in programs of purely local interest. Further, individual commands can
and, in most cases, should cooperate with a local television or radio station by
participating in live and tape-delayed interviews on topics solely within that
command's purview. Cooperation can also include the release of visual material as
a news release when it is purely local in nature; see Article 0306b (News Releases).
Commands may also participate in local, community audiovisual projects of benefit
to the Department of the Navy or in the national interest.

(2) Regional Program. A regional program is a broadcast or rebroadcast
by two or more stations in the same geographical area, but not usually in the same
broadcast area. CHINFO or DIRPA retains approval authority for participation in
regional programs, including response to news media query. In practice, after
consultation, this authority may be delegated in areas under a command'’s
cognizance, although CHINFO and DIRPA will be kept informed (i.e., through
telephone reports, transmission of press clips, etc.). All scripts and proposals for
Navy or Marine Corps involvement in audiovisual productions for regional
programs will be approved by CHINFO or DIRPA.

) (3) National Program. A broadcast or rebroadcast by two or more
stations not in the same geographic or broadcast area is considered a national
program. All official contacts with media representatives associated with national

3-35



A)

SECNAVINST 5720.44A CH-1

18 SEP 1729
programs will be made and coordinated by CHINFO or DIRPA with requests for-
warded through the chain of command.

c. Significant Motion Picture, Television or Radio Productions. Re-
quests received from producers associated with significant motion picture, television
or radio productions who request Navy or Marine Corps assistance will be forwarded,
with maximum details available plus an evaluation of the request, to CHINFO or
DIRPA via the chain for OASD(PA) approval per reference (q).

(1) To be suitable for Navy or Marine Corps cooperation, such produc-
tions must:

(a) Be consistent with DoD goals and aims and be in the national
interest;

_ (b) Portray military operations, historical incidents, persons and
glaces, in such a manner as to give a true portrayal and interpretation of life in the
ea Services;

(c) Comply with the accepted standards of dignity and propriety
in the industry.

(2) Navy and Marine Corps cooperation must not:
(a) Entail any deviation from established safety standards;
(b) Interfere with or impair operational readiness;

(c) Divert ships, equipment personnel nor material resources
from normal military locations or operating areas unless specfically approved by
SECNAY or designated representative;

(d) Cast any military personnel assisting in the production in
roles that fall outside the scope of their normal military duties. That is, other than
Eroject officers or technical advisors assigned from commands to serve as liaison

etween the command and the production company, official personnel will not be
assigned to perform functions for the sake of the production that fall outside the
scope of their normal military duties. Off-duty personnel, however, may assist the
production firm in an unofficial capacity under certain circumstances; for details, see
Article 0307f (Off-Duty Personnel as Actors, etc.).

(3) The Navy and Marine Corps will not:

(a) Solicit the production of commercial, privately financed mo-
tion pictures or theatrical productions, even if they are of institutional or educational
value to the public;

(b) Provide lists of topics the services consider ‘“desirable”;

(c) State that the services would use the resultant production;

(d) Imply endorsement of a product or
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(e) Permit the use of official Navy or Marine Corps seals to suggest
that the production is "official.”

(4) There are certain stipulations regarding costs and propriety of
production financing:

(a) The production company must reimburse the government for
any additional expense involved. A strict accounting of the additional expenses
incurred and charged to the production company must be maintained by the
de%glﬁzla)tzd project officer. A copy of this accounting will be forwarded to CHINFO
or .

(b) Materiel and personnel will not be used in a way that places the
Navy or Marine Corps in competition with commercial enterprises that offer
materiel or personnel production support. In this regard, any person or agency
requesting their use will furnish a non-competitive certification.

(5) When a commercial film produced with Navy or Marine Corps
cooperation is screened in a community, local commands can provide exhibits for
display in theater lobbies, coordinate displays of recruiting material and arrange
for personal appearances of Department of Defense and Department of the Navy
military and civilian personnel provided such cooperation is approved by CHINFO,
DIRPA and ASD(PA).

(6) Appendix C (Request for Armed Forces Participation in Public Events)
may be used by the commercial enterprise to request DoD personnel and materiel
involvement in a production.

d. Participation in Radio and Television Programs by Navy and Marine
Corps Personnel. Personnel are under no obligation to participate in local radio
and television programming, although there are numerous advantages in doing so.
Sailors and Marines can demonstrate personal excellence, professionalism and, by
so doing, have a positive effect on retention, recruiting and unit morale. Producers
of the following types of programs may be interested in military participation:
community forums, local talent shows, educational or religious programming,
career-oriented shows, game shows, local community-oriented talk shows, sports
programs, etc. The appearance of Navy or Marine Corps personnel in programs
may be authorized when:

(1) Endorsement of commercial products or services by military personnel
is neither given nor implied;

(2) Participation is dignified and considered in keeping with personal
excellence in the Navy and Marine Corps;

(3) Participation is compatible with operational commitments;

(4) It does not place military personnel in competition with the regular
employment of professional performers and

(5) The individual agrees to participate.
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Approval is not required when Navy or Marine Corps personnel attend as members
of the audience, even though they may be selected as a participant later in the
broadcast.

e. Commercial Advertising, Publicity and Promotional Activity. Navy
and Marine Corps cooperation with commericial advertising, publicity and other
promotional activities will conform to the standards of conduct and other specific
requirements which are provided below:

(1) It must be in good taste and not reflect discredit on the Navy, the
Marine Corps or the U. S. Government. Statements made must be matters of fact,
without misleading information or other objectionable features.

(2) Layout, photography, artwork, text, proofs and storyboards of
proposed advertising must be submitted to CHINFO or DIRPA for review and
clearance by other appropriate authorities.

(3) Requests from commercial enterprises (including those with Navy
contracts) for use of Navy personnel, facilities, equipment or supplies for
advertising purposes will be approved by CHINFO or DIRPA.

(4) Official Navy and Marine Corps photographs which have been cleared
and are released for open publication may be furnished for commercial advertising
purposes if they are properly captioned and identified. No photograph, videotape or
other visual information product will be rendered by the military solely for the use
of an advertiser.

f. Off-Duty Personnel as Actors, etc. Naval personnel in an off-duty status
may be hired by the production company to perform as actors, “extras,” etc.,
provided there is no conflict with any existing Navy or Marine Corps directive. In
such cases, contractual arrangements are solely between those individuals and the
production company, however, payment should be consistent with current industry
standards. The producer is responsible for resolution of any disputes with unions
governing the hiring of non-union actors and extras. Military personnel accepting
such employment shall abide by the provisions of reference (i) and, for public affairs
personnel, Article 0607 (Off-Duty Civilian Employment). The individual’s uniform
will be worn only when it is used to identify the service to which the individual
belongs. DoD components may assist the production company in publicizing the
opportunity for employment and identifying appropriate personnel.
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a. General. A uniquely effective public affairs tool, the speaking engagement
is as much a compelling community relations event as it is a credible public
information activity. The speech usually involves a modest outlay of funds (if any)
and minimal expenditure o? time compared to other community relations events.
And, unlike other forms of public information, the Navy and Marine Corps speaker
communicates directly with the public. There is no correspondent between the
newsmaker and the public. Also, the speaker has the opportunity to gauge public
reaction first-hand and correct misunderstandings. To assure effectiveness, several
elements should be incorporated into a command's speaking engagement program:
audience analysis, speech research and development, security and policy review,
speaker selection and speech delivery.

b. Definition. A speaking engagement is defined as a prearranged, official
event at which a military or civilian member of a DoD component speaks about a
DoD subject within his or her official cognizance. Impromptu remarks delivered
incidentally and as part of their attendance at events do not constitute speaking
engagements.

c. Basic Policy. Department of Defense policy encourages military and
civilian personnel of the Department of the Navy to serve as speakers in
appropriate public or private forums. Speaking engagements are usually sponsored
by or in concert with a federal, state or municipal government; professional or
technical association, or social or service club or organization.

(1) Public and private forums are considered appropriate when:

(a) Views expressed are nonpartisan in character and in accord
with established national policy (see subparagraph (2);

(b) Topics discussed are within the cognizance of the Department of
Defense; and

(c) Such participation does not interfere with assigned duties;

(d) Participation would not take on the appearance of being
improper, e.g., seem to be a conflict of interest, commercial endorsement,
commercial benefit, etc.

(2) Speaking at an event sponsored by a political club or organization is
permissible if the event does not involve partisan activities and the command judge
advocate determines that it is similar to events sponsored by non-political
organizations which are intended to inform membership on various national
security issues.

(3) Commands will employ speech-making in concert with other elements
(e.g., media relations) to meet objectives stated in the public affairs plan. PAOs, in
establishing and maintaining community relations contacts, will be alert for
speaking opportunities and offer services of a Navy or Marine Corps speaker when
appropriate.
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(4) Officers in command may approve requests for speakers when other
forms of participation would not be appropriate. Provision of a speaker at a
partisan or other political gathering is not considered appropriate.

(5) Speakers must observe the standards of conduct. Review Article 03081
(Expenses and Acceptance of Fees or Gratuities).

(6) Opportunities for speeches are discussed below:

(a) As part of visit planning, a flag or general officer or senior
Department of the Navy official inspecting a command should be consulted about
speaking to local officials at a suitable function.

(b) Commands should have a prepared command presentation for
use at schools, civic organizations and clubs. Such presentations should be
augmented by audiovisual aids when appropriate.

(c) Personnel of all ranks and rates who are enthusiastic and able to
present themselves well should be involved in the command's speaking program.
Enlisted personnel can have a significant, favorable impact when speaking about
their fields of expertise.

. (d) Officers in command can brief community leaders on matters of
interest on a periodic basis. Commanding officers of ships can speak at suitable
functions during port visits.

. (e) Officers and enlisted personnel serving in hometown recruiting
assistance programs should be considered for use as speakers at appropriate events
coordinated by recruiting public affairs personnel.

(7) All speeches will undergo security and policy review. At minimum,
this review will take place at the command level. If the speech deals with subject
matter requiring security review at the Seat of Government level [See Chapter Five
(Security and Policy Review)] or if the speaker is a senior Navy or Marine Corps
official, conform to the review requirements outlined in Article 0308h
E)Cfg_ordination of Speaking Engagements by the Navy Secretariat, Flag and General

icers).

(8) Speeches or public presentations on clinical topics will be reviewed and
approved per reference (h).

d. Audience Analysis. An audience analysis will normally be conducted for
each significant speaking engagement to guide both the writer and deliverer of the
speech in reaching the audience effectively. At minimum, the analysis should
consist of basic demographic information, (i.e., description of audience size, age,
etc.), the audience's familiarity with the Navy or Marine Corps and issues of
possible sensitivity.

e. Speech Research and Development. There are numerous resources
throughout the chain of command available to assist speech writers in researching
topics and developing effective speeches. At the seat of government, CHINFO and
DIRPA can provide speech research assistance. If delivering the speech for a fee,
honoraria, etc., there may be limitations on the content of the speech (e.g., use of
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information not generally available to the public). For details on these limitations,
consult reference (i) and the staff or command judge advocate.

f. Unsuitable Speaking Forums

(1) DoD policy prohibits Navy and Marine Corps speakers from appearing
at an event where attendance is barred to anyone because of race, creed, color or
national origin or if the group sponsoring the event is similarly discriminatory.

(2) DoD personnel are prohibited from speaking at fund-raising events, no
matter how worthy, except for designated causes, such as the Combined Federal
Campaign, USO and Navy Relief. See reference (i) and (j). Charging an admittance
fee is not necessarily fund-raising in this context. Charges to defray the costs of the
event are not considered fund-raising. When in doubt, consult the staff or command
judge advocate. One option is to request that the event sponsor state in writing that
the proceeds are not intended to generate funds over and above a level necessary to
meet event costs.

(3) Additionally, DoD policy prohibits military personnel from actively
participating in organizations that espouse supremacist causes, attempt to create
discrimination, advocate the use of force or violence or otherwise deny civil rights.
Active participation includes demonstrations, rallying, fund-raising, recruitingor
leading. See reference (k) for more details.

g. Authority to Schedule Speakers. Authority to approve speaker
scheduling is as follows:

(1) The Secretary of Defense has authority to approve speaker scheduling
within the Office of the Secretary of Defense and the Joint Chiefs of Staff.

(2) Unified Commanders have authority to approve speaker scheduling
within their regions of responsibility and for personnel assigned to their commands.

(8) ASD(PA) has authority for speaker coordination over the Secretary of
the Navy, the Under and Assistant Secretaries of the Navy, all Marine Corps
generals and Navy admirals and those three-star flag and general officers who are
directors of Defense Department agencies.

(4) Authority may be further delegated. Officers in command, subject to
limits set by this Article, have authority to approve scheduling of their personnel
for speaking engagements.

h. Coordination of Speaking Engagements by the Navy Secretariat,
Flag and General Officers. Because of the sensitivity of matters dealt with by
senior military officials, their public statements must be carefully coordinated. The
following requirements are germane.

(1) Senior civilian officials of the Navy Secretariat, flag and general
officers will use a prepared text when speaking in public or before Congressional
committees unless exempted by proper authority.

(2) Public statements by such officials must undergo security and policy

review by ASD(PA) (through cognizant Navy or Marine Corps channels), because
their statements "are now or have the potential for becoming topics of national
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...interest" [Article 0302a(2)]. Speech outlines or notes cannot be cleared. Via the
chain of command, submit a full text, including copies of any visual aids or
materials, to the Chief of Naval Operations (Assistant for Naval Investigative
Matters and Security) (OP-09N) or the Commandant of the Marine Corps (Code
INTC--Counterintelligence) at least two weeks in advance of the engagement. OP-
09N and Code IN™C will forward a copy of all cleared speeches to CHINFO or
DIRPA as applicable.

(3) The first page of the proposed speech will be initialed by either the
speaker, his or her deputy or the chief of staff. If the speech is transmitted by
message, the message should state "TEXT PERSONALLY REVIEWED BY

(name of speaker) "

(4) The Secretary of Defense must be notified in advance of all speaking
engagements undertaken by senior Naval officials in the grade of deputy assistant
secretary/vice admiral/lieutenant general and above. CHINFO reports activities of
the Navy Secretariat and flag officers and DIRPA reports on general officers.
Commands and activities responsible for a speaking engagement involving a senior
naval official shall report (by message, letter, memorandum or telephone call) not
later than the 15th of every month covering activities in the coming two months.
Reports shall include the name, rank and title of the speaker, host organization,
city, state and date of the engagement.

(5) Previously cleared speech material must be resubmitted for clearance.
A footnote or other statement with information indicating what material has been
previously cleared will expedite handling. Each speech is reviewed separately
based on change in policy and circumstance.

i. Local Speakers Bureaus. The frequency of requests for Navy and Marine
Corps speakers will determine the need for centralized management of a speaking
program. When necessary, a speakers bureau should be established with assigned
public affairs personnel to manage speaker requirements over a geographic area.

(1) One PAOQ, senior enlisted or equivalent civilian public affairs
specialist administers the speakers bureau.

(2) The speakers bureau established at the central area or the command
level will maintain:

(a) A current list of all local naval and Marine Corps personnel--
active, reserve and retired--and assigned officer and enlisted personnel who are
considered competent speakers and a biographic package (biography plus current
photograph);

(b) An indication on the list of the most suitable topics for each
speaker and engagements each speaker has made;

(c) A file of speech material containing, at minimum, applicable
Navy policy statements and public affairs guidance, previous speeches given, press
clips or broadcast summaries, a collection of Seapower Presentations on topics
considered useful (for Navy speakers, available from Commander, Navy Recruiting
Command) and the CHINFO Fact File (for Navy speakers);
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(d) A listing of all speaking engagements requested with a notation
of speaker, subject, sponsor, audience analysis, location, date and time, point-of-
contact, media involvement and why any request was not fulfilled;

(e) A list of future speaking engagements based on past experience
and outstanding requests;

(3) Commands shall coordinate speeches with the regional area
coordinator PAQ, speakers bureaus at superior commands in the chain, the fleet
commander in chief and CHINFO or DIRPA as necessary.

j- Requests for Speakers. Upon receipt of a request, the commanding officer
will accept or decline a speaking engagement after consultation with the PAO or
forward the request to another command if appropriate. If a specific speaker is
requested and must decline, the PAO should suggest an alternate. For certain
ceremonies and special events, the authority to select a speaker may be vested at a
higher echelon of command; for example, see Article 0411 (Ship Ceremonies). A
command forwarding a speaker request to another command should state in its
endorsement whether the engagement should be accepted or declined.

k. Retaining Speeches. Two copies of major speeches by senior officers and
Navy and Marine Corps officials shall be forwarded to CHINFO or DIRPA for
retention and use as background material. Individual commands will retain copies
of all speeches for a minimum of two years and forward them to CHINFO or DIRPA
if of historical significance. Speeches delivered by the officer in command shall be
retained for a minimum of two years beyond the time that officer is relieved.
Additionally, commands shall forward copies of all speeches delivered by personnel
of the command to the speakers bureau of their superior in the chain.

l. Expenses and Acceptance of Fees or Gratuities

(1) Expenses incurred for speaking engagements authorized by the
commanding officer are properly charged to the command's travel account.

(2) Members of the naval service on active duty and civilian employees of
the Naval Establishment should not accept fees for speeches made in an official
capacity. Additionally, DoD personnel are prohibited from accepting honoraria in
excess of $2,000 for any lecture or speech. [Consult the staff or command judge
advocate to review 2 U. S. C., Section 441(i) (1982).]

(a) Naval personnel may accept fees for speeches produced and
delivered entirely in their private capacities. Such speeches may concern topics
related to the speaker's military experiences or duties; however, speakers may not
use information obtained as a result of their official access to government
information not generally available to the public. Thus, for example, a Navy doctor
could accept fees for a speech which she delivers on the treatment of a particular
disease and draw upon her Navy experiences to develop her topic, but she could not
do so if the speech were based on the results of a particular medical protocol
developed by the Navy and not disseminated beyond the Navy medical community.
For further guidance, consult reference (i).

(b) Usually, a speaker or lecturer is expected to accept a host's offer

of a meal (i.e., for a dinner address). However, travel and lodging costs should be
borne by the speaker's command if possible. If doubt arises as to the propriety of
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accepting a meal, transportation or lodging, consult the staff or command judge
advocate.

(3) There are limits imposed on the amount of outside earned income that
may be earned by senior military and civilian personnel during the calendar year.
[Consult the staff or command judge advocate to review 5 U.S. C. app. 4, Section
210.]

m. Publicity. A speaking engagement can be a newsworthy event. Because
the speech is only one means of informing the public, other forms of public
information can maximize public exposure to the Navy or Marine Corps. If news
media are involved in the engagement, the speaker's audience becomes the mass
audience. Several procedures are available to the PAO to stimulate interest in
covering the speech by media.

(1) Call-outs to local news media to stimulate coverage of a Navy or
Marine Corps speaker first should be coordinated with the host organization and
the speaker. Both must concur in involving media in the event.

(2) Host organizations may be helpful in identifying and encouraging the
presence of news media representatives.

(3) Speakers should be briefed prior to any media encounter and, in some
cases, accompanied by a PAO [see Article 0306 (Disseminating Information to
News Media)].

(4) PAOs (or the speakers themselves) have two alternatives in furnishing
information to the media. They can either provide the cleared speech itself to the
media in advance (release delayed until delivery of the speech) or provide a news
advisory containing speech topic and highlights.

(5) If the speaker and PAO choose to send a news release, include
(a) photograph and biography of the speaker; and

(b) copy of the speech or a synopsis of the major points to be covered
(release delayed until presented);

(6) If the news advisory route is chosen, send a photograph, biography and
carefully crafted news advisory. If media elect not to cover the event, they can call
the PAO and request a more expanded news release or copy of the speech.

(7) If advance copies of the material outlined above cannot be provided to
news media (i.e., because of a last minute speaker change), the PAO should attend
the speaking engagement whenever possible and prepare and issue a news release.

n. Debates and Panel Discussions. DoD speakers occasionally are involved
in public events which place them on a stage with those who hold opposing views.
The format of such events will determine whether they are debates or panel
discussions. A panel discussion allows various speakers to present their viewson a
variety of topics not always pre-announced. Time available to each speaker is
limited. Debates are also characterized by time limits and a sharing of views,
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although debates are more structured. Generally, if the intention is to have a
winner, the forum should be considered a debate.

(1) A panel discussion is a reasonably effective means of providing
information and responding to questions and misunderstandings on a real-time
basis. Participants, however, must be thoroughly briefed, keep key points firmly in
mind and make maximum use of limited time to provide needed information and
clarify difficult points. Commands may participate in panel discussions when
participation is properly cleared based on the audience considerations (e.g.,
national media coverage of the discussion would require approval at the Seat of
Government) and topics to be discussed [for example, ASD(PA) would be approval
authority for participation in a panel discussion on a topic of national interest; see
Article 0302 (The Release of Information)). Information likely to be disclosed will
be coordinated in advance [see Article 0302 (The Release of Information), Table 3-1
(Determining Release Authority), Article 0307 (Special Considerations for Motion
Picture, Broadcast and Print Media) and Chapter Five (Security and Policy
Review)].

(2) The Navy and Marine Corps are required by the DoD Principles of
Information to present factual information to the public. Debaters persuade an
audience to favor one view over another. Accordingly, debates tend to place DoD
spokespersons or newsmakers in advocacy roles which may be in conflict with
Article 0102a (Department of Defense Principles of Information).

(3) Debates pose other difficulties. The issue to be debated may be
speculative in nature; see Article 0303e(4) (Refusal to Provide Information). Also,
DoD officials must argue within parameters set by policy and security. Those
presenting opposing views are not usually constrained in this way.

(4) Accordingly, Navy and Marine Corps participation in debates will not

normally be approved. Exceptions to this policy may be granted by CHINFO or
DIRPA on a case-by-case basis.
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a. Research. Whether delivering a speech personally or preparing the
commanding officer for the engagement, the public affairs speech writer should
always conduct research.
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occasxonally critical questions from the audience. Take notes as your research
proceeds, obtaining more detail than you will actually use in the speech. Think each
point through.

(2) Enunciaie ihe command’s message reiating io the speech topic.
Your command or the Service at large probably has a position on the topic you are

addressine, You should tranglate this nogition into a n]nnr uneguivocal messace for
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the audience. Your message should answer the question: "Ifmv audience
remembers one statement that reveals the position of my command (or my Service)
on the speech topic, what should that statement be?"
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{9) r'répare a speecn outline. Using your research noies, organize your
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message discussed
to develop each ma
discard anything that does not contribute to the development of your main pomts

(1) Basic demographics. What is the average age of the audience? Sex?
Children present?

(2) Common Interests and Service Familiarity. Normaily, most
organizations appoint a program official who is responsible for making

arrangements for a snealzer Thisindividual usuallv the one resnonsible for
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obtaining the Navy or Marine Corps speaker, can be a wealth of information about
the organization and its membership. Because they are grateful for the services of a
speaker and interested almost exclusively in the quality of the program, program
officials are normally most responswe in provxdxng pertment m-depth 1nformat10n

and identifying poiential sensitivities. Many of the following questions can be
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(a) What are the goals of the organization to which you'll be
speaking? How does your command relate to the organization and its goals?

{b) How familiar is the aumence with tne command or berv1ce 7 Are
uhcu: any pxuuuucut or uubublc P‘Yuvy or Mari ine UU! PS veterans or re ureeb in me
audience? Navy or Marine Corps wives or families? It may be appropriate to
acl:inowledze them during the speech in a way that will show human interest in the
audience.

(c) What was the nature and extent of previous programs they've
heard? What was the most "successful” or enjoyable program, and what, in the
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enerai? Isthere any ponenual for conflict or criticism? What are t.ne sensiiivities -
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(3) Identify sensitive issues. The public affairs officer should not feel
reluctant to ask about matters of some sensitivity to the organization or its
membershlp bhould  your 1nqu1ry be questloned sunply state that you desire {o be

PR, U
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(4) Anticinated audience reaction to the command message. Predict

LI 1ICIILT

how the audience will react to the command message. For example,

“It is expected that this audience of educators
will react favorably to the speech and gain a
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.
and onnartunitiesin the Caorns for their students.”
and opportunities in the Corps ior their students,
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feelings for and t 0)
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ensure the pubhc that the Navy and this command
are responswe to commumty concerns and open m
planning when it impacts on the local community.”

(5) Consider defusing criticism by pre-emptive statements. If
criticism of the Navy or the command is likely, it may be appropriate to pre- empt

potentially hostile comments by getting rlght to the pomt and deahnf.:,r dlrectly with
the conflicting point of view. If a base construction program, for example, might
draw criticism from an environmental standpomt consider addressing audience
concerns directly rather than waiting for the issue to be raised by a possibly hostile

P S

Criuic.

"The Navy Has long recognized that construction of this
wharf could have some impact on local sport fishing in the
area. To find out just what this impact will be, we have
hired a survey organization to study construction impact
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the results of this study, but I can say this: The Navy will
proceed with construction only when we are certain that all
1mpacts of the project are full considered and any adverse
impact is avoided or minimized.”

Such a statement may not change the minds of critics, but, by adding immeasurably
to Navv or Marine Corng credibility and honesty, it can reinforce the oninions o

W o avea v VA AVALL AAAvw WA AR RSLAL V) SREANA LAVAATUV) 9 4V wires L LallaT eSS pPreeav s L2

those who do not oppose ‘the program. Making a Dre -emptive statement on a
sensitive issue is o})vmusly a Juagement call best made when the speaker is on-scene.
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c. Matters of Etiquette and Protocol

(l) Prov1de a brief, blographxcal sketch to the program othclal well in
advance of the speaking engagement.  Scrupulously avoid Service jargon or

acronyms if you will speak to an audience unfamiliar with the military. Bring
another conv of your bio-sketch with vou in case the first is lost.
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(2) Dress properly for the occasion. Arrive earlier than expected, and
locate the program official. The program official should arrange to introduce you to
key individualsin the orgamzatlon Check all equlpment Pnor to use (mxcroghone,
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(3) Acknowledgements are the first matter of business for the speaker
once he or she is introduced. When possible and based on information from the
program ofﬁclal make a hst of the names and tltles of 1nd1v1duals thes eaker
snoum acxnomeage or, thank. Itisnot uncommon for speecn writers {o ieave the
au&uuwwugxucuw section of the speech blank, to be filledin uy uhc speaker upon
arrival. It should never be lengthy but must always include, at minimum, the
person who introduces the speaker. The speaker should verify this list with the

program official to confirm names, titles, pronunciation, etc.

(4) Mix with organization members whenever possibie prior to the speech
to gather "last minute" information which may be of value in your speech.

(5) Someone should remain standing at the speaker's platform or podium
while a program is in session as a courtesy to the audience. That is, after you 1 have
finished speaking, do not return immediately to your seat, but rather remain
standing at the podium until "relieved" by another person w| who will address the
au(nence U. e., t.ne next speaKer tne program OIIlClal wno Wlll express manxs, mvu'.e
‘{UUDDIUIID or \,}ch bhc luccuug, CW I

d. Beginning the Speech

(1) Once you are mtroduced join the person at the podium, shake hands,
turn to the audience and smile. Do not greet each guest at the head tabie.

(2) Be confident and never apologize.

(3) Be wary of your body language and facial expressions by rehearsal. Do
not hesitate to invite command personnel to critique your speech before it is

delivered.
\'x) ucslll Wilwii il auvuuuw, lw u G.!lvnc Vil Wi ﬂycancl il GPPIU lnav'v.
Move directly into a personal exnerience that relates to the suhiect at hand. Avoid
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hackneved exnressmns and keen humor re ated to the topic to avoid lumsv
transition to a serious topic.

-

5 C Convey the 1mportance of the t.oplc and cnauenge the audience’s
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e. Developing the Main Points

AINAE_ S _a_ . L L T.._._.7_£° _a__.__aLl._..
(1) vialnvain a 11igI 1evel 01 1nweresy ny.
(a) Adding occasional humar;
3 “(b) Ensuring each story advances the theme and never leaves the
audience guessing;

(d) Avoiding a conversational air. You are making a speech, not
conversation, and there must be a certain amount of animation or dramatization to
hold audience interest and generate enthusiasm.
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(3) Don't exhaust every possibility, but do illustrate each main point with
imagination.

(4) Prove main points by using statistics, actual experience and research,
but do not overuse numbers.

(5) Summarize main points and send the command message.

(6) Use props and visual aids if they are simple and visible to all. If room
limitations impair viewing by all, avoid visual aids.

a

(1) If you emphasize any phase of the speech over another in rehearsal, let

it be the conclusion.

(2) Be brief, dynamic and forceful.
(3) Wrap-up in a sentence or slogan the predominant theme. Send the
command message.

o (4) End your talk on time with a call to action, if appropriate, or on a
positive, constructive note.
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0309 RELEASE OF VISUAL INFORMATION OR MATERIALS

a. General. "Visual Information” (V1) has replaced "audiovisual” as the
general term for referring to visual products which are commonly used within the
Department of Defense to support non-intelligence programs. Audiovisual now
refers to a limited subset of VI, defined as motion media products with sound
developed according to a plan or script. The Naval Imaging Program within the
Department of the Navy includes VI and is described fully in reference (1).
Reference (b) provides direction on Marine Corps VI matters within the context of
public affairs.

b. Definitions. Visual information material includes, but is not limited to
completed motion picture productions, completed videotape productions and
completed productions using a combination of media. It also includes still
photography, motion picture and video stock footage; audio recordings on tape, disc
or cart and kinescope recordings. Finally, it includes records or documentation that
pertain to any of the materials listed above. Records associated with VI materials
include legal clearances, rights, contracts, recording scripts, camera logs and
caption information. '

c. Basic Support Policy. The following policies pertain to the release of VI
materials, the provision of VI material, equipment and manpower, and the
involvement of Navy or Marine Corps VI resources in programs, projects or events
sponsored by non-government groups.

(1) News Media. The Navy and Marine Corps will support all bona fide
news media requests to obtain VI materials when the release of such material is in
keeping with the Services’ responsibility to keep the public informed. VI materials
will not be released when national security or individual privacy rights may be
compromised. DoD, Navy and Marine Corps VI materials are available to all
interested media on an equal basis.

(2) Other Non-government Enterprises. Non-news media enterprises
outside the Federal Government may seek to acquire, use or produce Navy and
Marine Corps VI materials. Department of the Navy support of non-news media,
non-government enterprises is subject to the following policy:

(a) Materials are releasable when appropriate public affairs and
security review authorities determine that the release conforms to the criteria
established by reference (b) (for Marine Corps commands), reference (1) and this
instruction and when the release is in the best interests of the naval service.

(b) Materials are releasable when no legal or statutory (e.g.,
security) restriction prohibits their release; see also reference (i).

(c) Materials are releasable after clearance for policy and security
review at the appropriate level.

(3) Approval Level
(a) The Commander, Naval Imaging Command, is the Department

of the Navy's agent for VI support to non-government groups. The Director, Navy
Broadcasting Service, acts as the Department of the Navy's agent over VI matters
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related to the Armed Forces Radio and Television Service (AFRTS) and Navy
Broadcasting Service outlets afloat and ashore. The Commander, Naval Imaging

Command, and Director, Navy Broadcasting Service, in coordination with CHINFO
and DIRPA:

1. Ensure that the level and type of support requested conform

to policy in reference (b) and (1);

2. Review all requests for nonlocal support based on
recommendations from other interested commands and offices, ability to provide
the support requested, degree of potential interference with operational mission
and cost;

3. Acton all VI projects of national or international interest or
beyond the authority of major claimants outlined in reference (1).

(b) Local commanders may review and act on requests for VI
support from non-government enterprises, using the criteria in subparagraph (a)l
and (a)2 above when the project or proposal:

1. Isrestricted to use in the local area;

2. Originates from news media, is of local interest only or deals
with a spot news event [see Article 0306b (News Releases)];

3. Is limited, at the time of initial contact with the requestor,
to advice or guidance; or

4. Is a request for assistance from a Navy or Marine Corps
contractor when the support requested relates to contract requirements. Contract-
associated support should be confirmed with the head of the cognizant contracting
office. Requests relating to VI support outside the terms of the contract must be
approved by the Commander, Naval Imaging Command, CHINFO or DIRPA, even
if the support will cost the government nothing and will not interfere with military
mission.

(4) Nonbinding Assistance

(a) Pending final approval of support by the Commander, Naval
Imaging Command, CHINFO or DIRPA, local PAOs are authorized to conduct
liaison with non-government groups. In effecting this liaison, the PAO or other
designated command representative:

1. Must ensure that the requesting organization understands
that assistance offered is interim and does not commit the Navy or Marine Corps to
final cooperation or approval;

2. Can provide information or suggestions;
3. Can assist the requestor in researching unclassified and
non-sensitive topics on a not-to-interfere basis with military mission (research into

unclassified, yet sensitive topics, such as militarily critical technology, is
prohibited; see Chapter Five (Security and Policy Review);
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4. Can provide help in drafting a proposal on the project to the
Commander, Naval Imaging Command, CHINFO or DIRPA;

5. Cannot disclose or show classified equipment or
information;

[o2]

. Cannot provide assistance exclusively to a particular non-
government group;

7. Cannot assist in a production or project which discredits or
misrepresents the Navy or the Marine Corps or their personnel, uniform, ships,
aircraft or other physical assets.

d. Use of Official Visual Material and Provision of Support. CHINFO or
DIRPA approves the release of official Navy or Marine Corps stock film footage or
videotape to television broadcasters and stock still photography to national print
media. Concurrence of ASD(PA) may also be necessary. Stock VI material is
available at cost to some non-government users and may be provided at no cost to
news and feature-oriented media if considered appropriate and in keeping with the
Department of the Navy's public information policies. See subparagraph (3) below.

(1) Use of Navy or Marine Corps public information motion pictures and
videotape cleared for television is authorized and encouraged. However, such
products may be used on subscription or pay TV only when offered to the viewers at
no cost. The intent of this policy can be met if the commercial cable operator:

(a) Transmits such products on channels provided routinely to
subscribers (as opposed to special channels provided at extra cost) or

(b) Bypasses the encryption device or scrambler at the head-end of
the cable system for the duration of the film or videotape on an otherwise encrypted
or scrambled cable channel provided to subscribers at extra cost.

(2) Navy films and videotapes will not be cut or portions duplicated for
television use in lieu of stock footage without prior approval by CHINFO. This is
not intended to limit use of Navy news segments by SITE operators and officers or
petty officers in charge of Navy Broadcasting Service outlets who wish to augment
local productions with segments of Navy News This Week after their regular use of
the entire production.

(3) News media do not pay for Navy or Marine Corps stock VI material or
location photography on military facilities or vessels when used for news projects.
Other VI producers must pay standard research fees and all other costs of stock VI
materials. This includes materials for documentaries not regarded as news
projects.

(a) Assistance to non-government activities whose productions
have tangible, positive benefit to the Navy or Marine Corps should be charged at
the DoD-user rate.

(b) Other producers should pay the non-government user or
government (non-DoD) user rate.

(¢) CHINFO, DIRPA or ASD(PA) determine the rate to be charged.
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(4) With regard to pay or commercial compensation for Navy and Marine
Corps personnel involved in a non-news VI production, see Article 0607 (Off-duty
Civilian Employment).

(5) The Navy or Marine Corps command that owns the expended
resources or equipment involved should present its bill or bills to the production
cAOérIx)pz;jny through the designated project officer on the staff of CHINFO, DIRPA or

(PA).

e. Authority to Forbid Visual Documentation. On Navy or Marine Corps
property, the officer in command may forbid photography, videotaping or filming
and may confiscate and review materialsif it is suspected that classified material
has been obtained. The exception to this policy is authorized and duly ordered
combat documentation; see Article 0823 (Naval Combat Documentation). See also
Article 0809 (Control of Video and Photography at Accident Sites).

f. Release of Visual Documentation. Most unclassified photographs of
interest to the public can and should be readily released to the public. An
installation with photographic capability should routinely include photography in
its public information release program.

(1) Restraints on the release of information in printed form, outlined in
Chapter Five (Security and Policy Review) and Chapter Seven (Privacy and
Freedom of Information Acts), apply equally to the release of audiovisual material
or "records."”

(2) This applies especially to VI materials (feature material or "soft
news") which might prove harmful to recruiting or may not otherwise be in the best
interests of the Department of the Navy. Such materials will not be released unless
failure to do so constitutes supression of material with genuine news value.

(3) VI material of strictly local interest can be made available by the
command to local media without recourse to higher authority. Review Article 0501
(Security Review) and 0504 (Policy Review); note that, as a minimum requirement,
all material proposed for public release must undergo security and policy review by
the local command.

(4) VI material that is part of a "spot news release” may be released by
local commands consistent with guidance provided in Article 0306b (News
Releases). See also subparagraph (5) below. In all cases, one copy of each spot news
photograph will be sent to CHINFO (Attn: Head, News Photo Branch) or DIRPA for
either archival or news media reference purposes.

(5) If a VI product (photograph, videotape, etc.) has been released by a
local command to a national news medium in accordance with the provisions of
Article 0306b (News Releases), the following rules apply.

(a) The original negative, transparency, footage or tape will be
forwarded by fastest available means to the Commander, Naval Imaging
Command, Washington,. D. C. 20374, in accordance with reference (1).

(b) One print or copy will be forwarded to CHINFO in the case of
Navy commands, or DIRPA in the case of Marine Corps activities.
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(c) Navy and Marine Corps units under a Unified Command will
forward photography via the Unified Commander in Chief or such channels as that
officer may designate. '

(d) CHINFO or DIRPA will effect any necessary coordination with
ASD(PA) for any Navy or Marine Corps command not acting under the auspicies of
a Unified Command.

(6) All VI materials dealing with research, development, test or
evaluation is considered to be of national interest and will therefore undergo Seat-
of-Government-level security and policy review as prescribed by Article 0501¢
(Requirement for Seat-of-Government-level Security Review).

(7) Still photographs of national news interest may be forwarded
unprocessed for release by CHINFO by any command not subject to the authority of
a Unified or Specified Command. Such forwarding will be in accordance with
reference (1). Marine Corps commands will forward materials in accordance with
reference (b). All available caption material will accompany the film and be
appropriately serialized for ease of reference.

(8) In preparing VI material for public release, commands will
meticulously follow the requirements outlined in reference (g) for labeling of such
materials (i.e., official markings applied to the reverse of photographs, etc.).

g. VI Coverage of Command Events. VI coverage of command events is
encouraged to the extent that it serves to promote the morale, esprit, retention and
unity of the personnel of a command or meets legitimate public interest in such
events. Normally, events considered to be newsworthy enough to warrant use of
command photographers will also be cause to invite news media photographers to
participate. Commanding officers, in consultation with their PAOs, will achieve a
balance in internal coverage, avoiding redundant or excessive coverage of command
events (such as reenlistment ceremonies, awards presentations and command
athletic events) while meeting the legitimate interests of the public or the internal
audience in such events.

(1) Circumstances and events in the public domain may warrant
designation of appropriate civilian attire for military photographers or camera
operators, particularly when civilian news media are present.

(2) Personnel in uniform who are amateur photographers and who are
attending a public event solely as spectators will not be discouraged from taking
photos.

h. Unofficial Photos Taken by Navy and Marine Corps Personnel. The
following applies to military members and civilian employees in transit through
and assigned to Navy and Marine Corps commands. The word photograph also
applies to film, videotape and other VI media.

(1) Personal cameras and related equipment are permitted on ships,
aircraft and shore stations at the discretion of the officer in command. While
possession may be generally permitted, use of such equipment in certain areas may
be restricted by local security regulations.
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(2) An officer in command has the authority to screen all photographs
taken by naval personnel with personal cameras within the jurisdiction of tﬁe command
to protect classified information or to acquire photos for official use, including public
affairs. Photographs taken by bystanders at times of accident, combat or similar
cogtingencies can be valuable for preparation of official reports, public releases and
other uses.

(3) Amateur photographers should be encouraged to submit interesting or
newsworthy photos for public affairs use.

(4) Photos made by naval personnel, with either personal cameras or film,
Navy equipment or film or any combination thereof, may be designated “Official
U. S. Navy Photo” or “Official U. S. Marine Corps Photo.”

(5) All precautions will be taken to protect such film from loss or damage,
and all unclassified personal photography not designated “official” will be returned to
the owner after review.

(6) When a photograph is selected for public affairs release,

(a) The photographer will receive credit for the work in the same
manner as that afforded the military photographer;

(b) The ori%'inal negative or transparency will be retained and
assigned an official file number. It will then be handled as any other official photograph.

(c) At least one duplicate negative or transparency of each unclassi-
fied personal photo designated as official will be prepared and delivered to the photog-
rapher. A courtesy print of black-and-white photographs should also be provided the
photographer.

i. Requesting Non-combat VI Support. The Atlantic and Pacific Fleet Com-

manders maintain mobile photographic teams composed of highly trained personnel
available to provide stpeciahzed photographic support to the fleet and the shore estab-
lishment. Requests for services from these teams are governed by Fleet Commander
directives. Marine Corps VI assets are discussed in reference (b).

(1) Requests for VI productions are governed by policy and procedures
outlined in reference (1).

(2) News film and videotape of major news value will be forwarded
immediately and, in the case of motion picture film, unprocessed, to the Joint Combat

Camera Center. The package should be labeled:

NEWS FILM (or videotape)--DO NOT DELAY
1361 Audiovisual Squadron
ATTN: Joint Combat Camera Center
Bldg. 3720
Andrews AFB MD 20331-5997
NEWS FILM (or videotape)--DO NOT DELAY
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The Commander, Naval Imaging Command, and CHINFO will be notified of the
forwarding of the material by separate correspondence including the subject, type
and amount of footage or tape, method of delivery and estimated time of arrival in
Washington.

(3) The original negative of motion picture photography of feature value
(photography which will not lose its impact over a reasonable length of time) will be
forwarded to the Naval Imaging Command with a copy of its forwarding letter
provided to CHINFO.

j. Retention of Official Photography. Barring special handling instructions
promulgated by proper authority, all still photography (black-and-white/color
negatives, color slides) shot by designated Navy photojournalists (NEC 8148) or
Marine Corps photojournalists (MOS 4322) shall be forwarded to CHINFO (Attn:
Head, News Photo Branch) or DIRPA (Media Branch) for screening, possible
release at the Seat of Government and entry into the permanent file maintained for
the Navy and Marine Corps by the Commander, Naval Imaging Command.

(1) Unless special requests are made by the forwarding command or
activity, the Naval Imaging Command shall return a Visual Aid Card indicating
the serial number of all photos accepted into the permanent file. This number will
enable commands to request duplicate photographs of permanently stored images.

(2) For photos not screened for entry into the permanent file, all negatives
or slides will be returned to the forwarding command.

(3) Commands should make use of photos locally prior to forwarding same
to CHINFO or DIRPA unless special directives call for immediate forwarding of
material.

(4) If these procedures conflict with the handling of VI material employed
as a "spot news release,"” the handling procedures outlined in subparagraph
0309f(4) and (5) above will take precedence.

k. Navy/Marine Corps Review of Depository-released Photos. Still
photography kept on file at the DoD Still Media Depository and Record Center at
the Naval Imaging Command must undergo security and policy review prior to
release. Accordingly, prior to public release, the Naval Imaging Command shall
forward still photos to CHINFO or DIRPA who will review them and, when
circumstances dictate, forward the material for further review by the Assistant for
Naval Investigative Matters and Security (OP-09N) or the Commandant of the
Marine Corps (Code INTC-Counterintelligence) and other interested offices.

l. Use of Photography in Advertising. Any official photograph proposed for
use in commercial advertising, publicity or promotional material must be reviewed
by CHINFO or DIRPA prior to use. See Article 0307e (Commercial Advertising,
Publicity and Promotional Activity).

m. Release to Foreign Nationals

(1) Requests for VI materials from foreign governments will be handled
per reference (d). Other requests from foreign nationals received abroad will be

3-53



SECNAVINST 5720.44A
S JUN 1987

handled in accordance with the instructions of the appropriate Unified Commander
or other U. S. authority.

(2) When requests from foreign nationals are received in the U. S,, it is
normally best to transfer such requests directly to the appropriate office of the U. S.
Information Agency.

(3) Requests involving photos will be reviewed on a case-by-case basis by
CHINFO or DIRPA.

(4) Material may be furnished to known, bona fide representatives of
foreign news or feature media residing or traveling in the U. S. on virtually the
same basis as U. S. correspondents. Routine, non-controversial requests should be
handled in the same manner as for U. S. media. If a command doubts the identity or
affiliation of a foreign news media representative or questions the advisability of
honoring such a correspondent'’s request, the request should then be forwarded to
CHINFO or DIRPA for action.
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0310 COMMUNICATION WITH ELECTED OFFICIALS, PRIVATE
GROUPS AND INDIVIDUALS

a. General. Besides releasing information to news media representatives, the
Navy and Marine Corps also communicate directly with and provide information to
individuals and groups. This is done through private conversation, responding to
formal inquiries, writing articles and books, giving speeches, making public
appearances and allowing visitors to take photographs aboard ships and shore
stations.

b. Answering Routine Congressional, State and l.ocal Government
gueries. Commands frequently receive inquiries from U. S. Representatives,
enators and local or state officials. Most often, these inquiries center on issues of
limited impact and can be readily resolved at the local level. The guidelines listed
below generally apply to communication with local government officials as well as
Congressional members and committees.

(1) If the shore activity is in routine contact with a particular state's
congressional delegation and municipal government and the information request
from the delegation is routine, local in nature and of negligible national or Navy-
wide impact, the command may respond to the inquiry without resort to higher
authority. Examples of routine inquiries of local impact include the following:

(a) A memberof a U. S. Senator's staff calls a naval submarine base
to inquire about procedures to obtain surplus materials no longer needed by the
military. The PAQO confirms procedures with the local base official representing the
Defense Property Disposal Office, returns the staff member's call and provides
information on procedures to obtain such property.

(b) A member of Congress writes a letter to the commanding officer
of a Marine Corps air station requesting that a group of civic leaders from a nearby
county be permitted to visit the air station on an organized tour.

_{c) Arepresentative of a U. S. Senator calls a naval station to
inquire about civilian employment procedures there and requests the name and
business telephone number of a point-of-contact.

(2) A command will consult the Chief of Legislative Affairs, CHINFO or
DIRPA for guidance in handling a request for information from a congressional or
local municipal official if:

(a) The command has no routine contact with the Member of
Congress, staff member or other official making the request;

(b) The request is unusual or extraordinary; or
(c) The request has the potential for impact beyond the local level.
(3) If a member or committee of Congress requests newsworthy
information from a command, the command will provide the information to the
member of Congress and the news media as nearly simultaneously as possible

unless instructions to the contrary are given by the Chief of Legislative Affairs,
CHINFO or DIRPA.

3-55



SECNAVINST 5720.44A
3 JUN 1987

(4) When the subject matter of a news release may be of interest to a
member of Congress, forward copies of the release to CHINFO or DIRPA for release
to interested members and to other members or committees as appropriate. Asa
matter of protocol, Members of Congress should receive the information prior to its
release to the public.

(5) Nothing in this article is intended to modify existing regulations
concerning communication between Members of Congress and personnel of the
Naval Establishment as individuals.

(6) Commands must scrupulously avoid any action which gives the
appearance of influencing citizens or groups, including the internal audience, from
contacting congressional or other elected officials to signal support for a particular
Department of the Navy initiative.

(7) For guidance on the security review of information prior to its
transmission to Congress, see references (m) and (n).

c. Disclosure of Personal Information to Congress. Per reference (m),
commands and oftices may disclose information pertaining to individuals that is
otherwise protected by the Privacy Act to either House of Congress, or, to the extent
of matters within their jurisdiction, any committees or subcommittees of the
Congress. Commands may not disclose protected personal information to a Member
of Congress acting in an individual capacity, even if made on behalf of a
consitutent, except as discussed below:

(1) Upon receipt of an oral or written request for personal information, the
office or command will inquire as to the basis for the request. If the Congressional
inquiry is prompted by a request for assistance from the individual to whom the
personal records pertain, the requested information may be disclosed to the
requesting Member or staff assistant.

(2) If the request did not originate with the individual to whom the
records pertain, the command or office will inform the Congressional office that the
information cannot be disclosed without the written consent of the individual
concerned. If the Congressional office subsequently states that it has received a
request from the individual or has obtained the individual's written consent for
disclosure to that office, the information may be disclosed.

(3) If the Congressional office requests that the Department of the Navy
(DON) obtain the individual's consent, the command or office will state that it is
DON policy to avoid interference in the relationship between a Member of Congress
and a constituent; DON, therefore, does not contact individuals who are subjects of
congressional inquiries.

(4) If the Congressional office insists on DON cooperation, the command
should make an effort to contact the individual concerned through the chain of
command to determine whether the individual consents to the disclosure. If neither
the Congressional office or DON obtains written consent, only that information
required to be released under the provisions of the Freedom of Information Act will
be released. See Article 0709 (Releasable Personal Information).

d. Private Organizations and Individuals. Public requests for.information,
pamphlets, photographs, biographies and other items must be met promptly. In
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most cases, commands should volunteer their assistance to individuals seeking
information or materials not readily available. Requestors can be directed to
established channels for obtaining certain materials (e.g., Government Printing
Office for government manuals). If a request for information is refused, the reason
must be fully and courteously explained. The following are guidelines in
responding to requests for information from private organizations and individuals
other than news media:

(1) Public inquiries should be treated rapidly and efficiently and with the
same professionalism as media queries.

(2) A command must not do for one what it cannot do for all. (Thisrule
does not apply to requests for information submitted by federal employee labor
unions, because they are afforded certain rights to information under the Federal
Service Labor-Management Relations Act. All such requests should be referred to
the command labor relations specialist, counsel or staff or command judge
advocate.)

(3) If the request concerns information outside the purview of the
command receiving the request, the command should:

(a) Write the requestor an interim reply, indicating that the
request has been forwarded to another command for reply and include the name
and address of that command; and

(b) Write the appropriate command enclosing the request.

(4) Routine requests from foreign citizens are handled in the same
manner as those from U. S. citizens, except for the following stipulations:

(a) Those who request more in-depth information, detailed
photography or a visit to a Navy or Marine Corps installation should be referred to
U.S. Inf};rmation Service office at the U. S. embassy in their country. The press
attache will then refer the request to the Foreign Press Center, Washington, D. C.

(b) As a function of the information involved, the reply to a request
for information may require review for security and conformance to policy at the
Seat of Government. See Chapter Five (Security and Policy Review).

(5) Requests for information beyond the capability of the command
receiving the request, especially requests involving extensive research on a wide
range of Navy or Marine Corps topics, should be referred in the manner prescribed
by subparagraph (3) above to CHINFO (Attn: Public Liaison Branch) or DIRPA.

e. Writing for Commercial Publication. Department of the Navy authors
may write signed articles and books for commercial publication as long as they
comply with applicable regulations, e.g., reference (1), and the following rules. In
most cases, the appearance of an article written by a Department of the Navy
author in an unofticial capacity should not replace customary public information
channels as the public's principal means of receiving prompt, complete Navy and
Marine Corps information.

(1) If a significant benefit can accrue to the national interest through
general-circulation publication of material attributed to a naval official, as opposed
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to releasing the material through normal public information channels, a request
with justification shall be submitted, via CHINFO or DIRPA, to ASD(PA).

(2) Material for publication on professional, political or international
subjects must clearly state that opinions or assertions are those of the writer and
are not to be construed as official or reflecting the views of the Department of the
Navy.

(3) If the writing concerns or affects the plans, policies, programs or
operations of the U. S. Government, DoD, Department of the Navy, the Navy or the
Marine Corps, the author must submit the material for security and policy review
per reference (d) and this instruction. In addition, if the writing deals with special
categories of information discussed at length in Chapter Five (Security and Policy
Review) (e.g., "Exhibit 12A" information, militarily critical technology, etc.), the
author will submit the material for security and policy review prior to furnishing it
to any publication or publisher. This includes official, professional publications
which routinely publish bylined material and non-official, naval-related periodicals
such as Naval Institute Proceedings, Seapower and Marine Corps Gazette. Note
that Chapter Five (Security and Policy Review) requires intra-command review of
material prior to submission to higher authority. Material should be submitted via
the chain to OP-09N or, for Marine Corps matters, Code INTC (copy to CHINFO or
DIRPA if of potential news value).

(4) A copy of the finished work should be forwarded to CHINFO (Attn:
Public Liaison Branch) or DIRPA for courtesy review and filing and as a resource to
answer questions should they arise. If queried, however, the Navy or Marine Corps
will make no statement as to whether a work of fiction is a realistic or accurate
protrayal.

(5) Medical personnel writing on clinical subjects or making public
presentations on such topics shall submit manuscipts to the Commander, Naval
Medical Command (COMNAVMEDCOM), for review and approval as per reference
(h).

(6) A predominantly Department of the Navy or U. S, government
interest must be served by naval personnel writing commercially who use
government resources and time. To the extent that the task is official, no
compensation for it can be lawfully accepted from anyone other than the
government. Additionally, naval personnel are prohibited from accepting
honoraria in excess of $2,000 for any article, speech or other work. [Consult the
staff or command judge advocate to review and discuss 2 U. S. C., Section 441i(b)
(1982).] Civilian Presidential appointees occupying full-time positions which
require the advice and consent of the Senate may not earn outside income in any
calendar year in excess of 15 percent of their government salary (2 U. S. C. app. 4,
Section 210). Further, the extent to which the Government contributes to the work
directly affects the author's ability to secure a copyright. Similarly, any work
undertaken in one's official capacity may not be copyrighted. [17 U.S. C., Section
101 (1982) and references (0) and (p) are germane.] Examples of cases of naval
personnel who may write for commercial publication using government resources
and time are provided below:

(a) Subject to the guidance above, Navy or Marine Corps civilian

and military personnel whose official assignments are of unusual prominence or
authority may be exempt depending on the subject matter of their writing. These
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individuals may author works dealing with national defense plans, policies and
programs for exclusive publication under their bylines, may do so while on duty,
using government resources and be assisted in this regard by personnel of their
immediate staffs. Such material must be submitted for security and policy review.

(b) Subject to the guidance above and with the concurrence of the
appropriate dean, Navy and Marine Corps educators, both military and civilian,
serving at the U. S. Naval Academy, Naval War College, Naval Post Graduate
School and similar institutions may write scholarly articles for commercial
publication while on duty using government resources (e.g., library, word
processor).

(c) In all cases, such writing must not interfere or conflict in any
way with regularly assigned duties.

(7) Naval personnel may use no "inside information" to obtain commercial
advantage for themselves or others; see paragraph 6b of reference (i). Restrictions
on access to classified material which apply to non-DoD professional writers apply
equally to naval personnel writing for commercial publication. Thus, Navy or
Marine Corps writers enjoy no special privileges regarding access to classified or
otherwise protected material if the purpose of that access is to assist them in their
writing.

(8) Personnel who have executed nondisclosure agreements shall submit
writings such as magazine articles and "letters to the editor" for review and
clearance per those agreements. "Letters to the editor," magazine articles and
other works written by naval personnel who have not executed such agreements
need not be submitted if:

(a) There is no reference to the official capacity or duties of the
author (i.e., it is not "official” correspondence),

(b) The author has not written the letter or statement based on
"inside information" gained as a result of official duties and responsibilities as per
reference (i),

(c) A security review is not required by Chapter Five (Security and
Policy Review) or reference (d) (e.g., the material contains no "Exhibit 12A"
information, etc.), and

(d) The letter or statement in no way discloses significant
information which should be released to the public through customary public
information channels [unless exempted as described in subparagraph (1) above].

(9) Members of the naval service on active duty and civilian officers and
employees of the Naval Establishment may obtain copyrights on their work if
privately prepared (i.e., not as part of their official duties), even when the work
deals with a naval topic. See also reference (o) and (p).

(10) Members of the naval service who desire to include copyrighted

material in their private or official work must obtain written permission from the
copyright holder to use the material. See also references (o) and (p).
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(11) Reference (i) also levies limitations on writings or other works which
are or could be construed as endorsements of commerical products, services and
works.
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0311 COMMAND INFORMATION BUREAUS

a. General. A Command Information Bureau (CIB) is a temporary unit
established to assist a command in meeting its public information responsibilities
in an operation, exercise or other event in which media interest is high. Normally,
the operational commander appoints the officer in charge of the CIB. In joint
service efforts, a CIB is designated a Joint Information Bureau (JIB), and the OIC is
usually the senior public affairs officer of all participating Service components.

b. Planning Standards. To assure that a CIB serves the commander
effectively, CIB establishment and operation involves basic planning requirements.

(1) Develop a Basic CIB Establishment Plan. Emergencies and
disasters allow little time for organizing an effective contingency response effort.
Each command that performs a significant or recurring public information function
must have a plan for establishing a CIB.

(2) Consider CIB Establishmentin all Contingencies. Command
emergency action or contingency response plans should include a decision point
whether to activate a CIB. The key factor in making this decision is the likelihood
of substantial numbers of correspondents or other public affairs requirements
which would exceed normal public affairs staffing assets.

(3) Activate the CIB in Advance. When a commander or PAO foresees
the need for a CIB, a timetable should be implemented which places personnel and
equipment at the CIB site in advance of significant news media inquiries. A CIB
may be established as much as 30 days in advance of an operation, exercise or other
high-interest event. The important planning factor is to bring personnel and
equipment together at a site early enough to be fully ready to execute a complete,
well-rehearsed public information function.

(4) Provide Standard Operating Procedures. The CIB establishment
plan should incorporate standard operating procedures understood by all members
of the CIB team, including location of any news conferences, procedures for
receiving and answering press inquiries, distribution of contingency questions and
answers, etc. All CIB personnel assignments must be specified and published to all
public affairs and other command personnel in advance (i.e., on a Watch, Quarter
and Station Bill). While CIBs are staffed predominantly with public affairs
personnel, the nature of the contingency, personnel shortages and other factors may
dict.z(iztﬁ3 that the commanding officer task non-public affairs personnel to assist in
the .

(5) Specify the CIB Release Authority. The commander who orders the
establishment of a CIB shall specify which individual is authorized to release
information to news media and the public and make this decision a matter of record,
normally in the public affairs plan or guidance directives. See Article 0303d(7)
(Delegation of Release Authority). Instructions should specify conditions when the
officer in charge of the CIB has release authority and when the commander retains
release authority.

(6) Rehearse CIB Activation and Operation. Commands with the
need to deal with news media in a contingency shall exercise both CIB activation
and operation periodically. Exercises should be no-notice in nature and ideally be
part of a a command’s routine administrative inspection or a larger command
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exercise in responding to a contingency. The exercises should include a developir:ig
scenario that leads to a commander’s decision to activate a CIB, site selection an
CIB staffing and handling of news media inquiries. The escort section of the CIB
should also be exercised in escorting news media on-site for coverage purposes. [Re-
view article 0804 (External Briefing on Handling of Emergencies). Local news media
representatives may be asked to participate in CIB activation exercises as part of
their indoctrination on Navy and Marine Corps procedures in responding to contin-
gencies if their participation will not reveal classified procedures. Correspondent
participation in CIB activation exercises should be on the record, and the comments
of media about the exercise shall become part of the post-exercise appraisal or evalu-
ation.]

c. Typical CIB Organization. Each Command Information Bureau (C1B)
organization and personnel skill mix will vary, depending on the size, duration and
news media interest in the exercise, operation or major event. The CIB organization
outlined below is intended as a planning guide. The structure can and should be
modified to meet local requirements. T%e CIB is usually formed under a senior Navy-
Marine Corps PAO (0-6/0-5) and has the following divisions:

(1) Media Relations Division. Headed by the media officer, the division .
takes care of both external and internal media representatives covering an event.
This normally includes internal combat or audio-visual teams, whose products will be
released to external or internal audiences. Also see article 0823 (Naval Combat Docu-
mentaticn). Relationships with internal combat or audio-visual teams must be coor-
dinated and priorities established early if related to non-public affairs (i.e. intelli-
gence, civic affairs) purposes. A media escort and briefing section, composed of offi-
cers and senior non-commissioned officers and petty officers, with knowledge of the
operation or the event and the needs of the various media representatives, will be
the key players in the Media Relations Division. It is important to recognize that
broadcast (radio-TV) media: daily print media; weekly print (news magazines) media;
and still photographers all have different coverage needs.

(2) Administrative Support Division. Usually headed by a local officer or
senior ncn-commissioned or petty of%cer, who is familiar with the host base and local
commands to arrange billeting, messing, transportation, communications, and other
administrative and %ogistics support for news media.

(3) Liaison Division. When an operation or event involves more than
one service (joint) or involves an allied nation (combined) or special expertise is
needed, a Liaison Division would serve to provide direct liaison or briefing support.
For example, during an amphibious operation, CIB liaison officers may serve with
the staff of Commander Amphibious Task Force when there is no full-time PAO
available. The CIB liaison officer would arrange for ship embarks and media tours of
amphibious task force units. etc. Another example is during a major inquiry or legal
investigation, wherein a legal (JAGC) officer may be assigned as CIB liaison officer to
brief PAOs and/or news media representatives on legal issues involved in the investi-
gation. Another example is an allied liaison officer assigned to a CIB when allied
{orces arz involved in an event or operation. The allied officer would brief on allied
aspects of the event.

d. Concept of Operation

(1) During the exercise or operation planning process, the PAO conducts
liaison with operational commanders to identify opportunities for
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combat documentation team coverage of military operations, embarkations aboard
ships, etc.

(2) Upon arrival at the CIB site, the public affairs chief establishes the
CIB operations center that will be staffed by the media chief, the senior media
escort officer and support chief. The media center will include a suitable location
for media briefings and news conferences.

(3) The media chief briefs documentation teams and deploys them for
their initial assignments. (Ideally team composition will be sufficient to cover
every major aspect of an operation in keeping with established priorities.)

(4) Combat documentation teams will submit stories and film to the
Media Chief for processing, editing and clearance.

(5) Clearance of all materials proposed for release will proceed in
accordance with previously arranged standard operating procedures and the
instructions from the commander stipulating release authority. Stories will
normally be submitted to the public affairs chief for initial clearance. Certain
stories involving accidents, adverse incidents or host-nation sensitivities may
require high-level review and transmission by message for review and approval.
Cleared stories and materials will be reproduced and distributed by the Media
Section or commands otherwise designated.

(6) The CIB should maintain a comprehensive press kit for the operation
which should contain biographies and photographs of appropriate commanders
involved in the operation or event, unit missions, history fact sheets, basic news
releases regarding participating units and appropriate operational background.

(7) When possible, the combat documentation teams should be guided by
the preparation of editor assignment sheets. These are locally produced forms
which convey to writers and photographers the type of story desired (i.e., feature,
interview) photographic coverage envisioned, location of the unit or individual to be
covered, target audience for the work and intended distribution.

e. Responsibilities. The following should be adapted as needed and specified
in the public affairs guidance, operation order or contingency plan, as appropriate.

(1) Commander/Commanding Officer

(a) Orders establishment and deactivation of the Command
Information Bureau.

(b) Specifies the individual(s) with information releasing authority.
(c) Ensures an effective system of security and policy review.

(d) Provides support services to news media and provides
opportunities for news media coverage in keeping with operational security.

(2) Public Affairs Officer/OIC

(a) Establishes.liaison with all senior and subordinate commands
and their respective public affairs elements.
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(b) Serves as information release point as directed by appointing
commander.

(c) Provides for clearance by higher authority of materials pro-
posed for release.

(d) Arranges for briefing officers to provide information to the
news media.

(e) Makes arrangements for news media arrival, briefing, news
conferences and coverage of major events.

(3) Deputy Director CIB
(a) Assists the PAO in accomplishing mission requirements.

(b) Supervises the administrative support officer, media officer
and liaison officer.

(4) Media Officer

(a) Ensures availability of press kits, transportation disclaimer
forms (See Fig. 3-1), CIB office equipment and files.

(b) Supervises preparation of editor assignment sheets.

(c) Supervises distribution of news releases and other materials
to news media.

(d) Coordinates with the appropriate command for media support
services (i.e., berthing, messing, etc.).

(e) Prepares the daily news summaries and periodic news release
proposal messages.

(f) Ensures the press center is prepared with seating, coffee,
water, press kits, audiovisual support, etc.

(5) Administrative Support Officer
(a) Provides security to CIB equipment and spaces.
(b) Maintains a telephone and radio watch.
(c) Maintains and distributes the message board.
(d) Maintains CIB Operations Log
(e) Puts all messages, releases, etc., into finished form.
(f) Distributes releases.

(g) Supervises expenditure of CIB funds.
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(5) Media Chief

(a) Ensures appropriate internal information coverage of the
operation or event.

(b) Prepares editor assignment sheets.
(c) Supervises and directs the combat correspondent teams.
(d) Edits all copy and maintains file copies of all releases.

(e) Coordinates the processing of film and editing of videotape with
the nearest facility.

(6) Senior Media Escort Officer

(a) Coordinates media relations and civilian media visits for press
coverage of the operation or event.

(b) Briefs escort officers on their duties and responsibilities.
(c) Provides civilian reporters with unclassified information
regarding missions, capabilities, operations and accomplishments of the

participating units, subject to restrictions in the public affairs annex of a pertinent
operation order.
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a. General. This page contains a recommended organizational diagram for a
command information bureau and provides basic functional descriptions.

Director, CIB
05I/ 06

Deputy Director
04

Media Officer
03

Media Div.

Functions

Admin Support Officer

03

Admin Support Div.
Functions

Liaison Officer
03/04
Liaison Div
Functions

-Register news media
-Arrange news media
visits, ship embarks,
field visits, briefs,
interviews.

-Prepare news media
kits-handouts.
-Escort news media.
-Central release point
for all information.

Note: Media Officer
may have to use media
pool if numbers are

varv laroa
v U‘J ACAA bv!

I
Audiovisual Officer.

Audiovisual/electronic
news gathering activi-
ties have requirements
different from print or

-Arrange for CIB site
and personnel.

[y

-Provide Admin. support

-Motor Pool support,
including drivers.

-All transportation
support.

-Filing/comms.
support.

-Billeting/messing
NOTE: Pool drivers
must be checked out
in jeeps or other
vehicles.

-Depends on operation
-CIB liaison officers or

non-comms to units for
visit coordination.
-Other-service or allied
officers at CIB to brief
service unique, joint or
allied operations.
-Special liaison officers,
such as legal, medical,
etc. at CIB to brief CIB

personnel and/or media.

radio media. The Audiovisual Officer, under the Media Officer, may be required to
coordinate photo opportunities, arrange platforms and make arrangements separate
from those made for correspondents and reporters. Navy audiovisual teams will also be
present at most CIBs. An early decision must be made asto whether Navy AV assets will
be treated the same as civilian media, or handled separately and given more access than

their civilian counterparts. Depending on the situation, either may be appropriate. In
any case, the decision must be made early.
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